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Photo report on Connecticut General’s mock-up 
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in this and other smart decorator colors 


46 smartly-styled models, efficiently designed and sturdily built for a business lifetime of wear 


Your office should be as attractive and 
comfortable as a home living room. And 
why not... when you can get General- 
aire, America’s most modern office desk 
that is turning dull-looking clerical 
areas into pleasant places to work. 


To harmonize with wall, fixture and 
drapery surroundings, GF’s General- 
aire comes finished in many interesting 
color tones ... Suede Brown, Pine Frost 
Green, Autumn Haze, Manila Tan and 
Glen Green. And all have harmoniz- 
ing Velvoleum or Textolite writing 
tops for eye-resting qualities as well 
as smooth functional beauty. 


SF metal business furniture is @ 


As for the GF Generalaire desk itself, 
it incorporates too many new exclusive 
features to name here. But of this you 
may be sure: It has everything you’d 
expect in a much costlier desk . . . plus 
some efficient features you won’t find 
even in far more expensive desks. This 
metal desk can’t split or warp, its 
drawers will never stick, its solidly- 
welded joints can’t come loose. Year 
after year, from the day you buy a GF 
Generalaire, it will be as handsome as 
it is today. That’s real economy! 


The best way to choose from GF 
Generalaire’s 46 models is to see them 


investment 


(Circle 586 for more information) 


at your nearest GF Dealer’s showroom 
(see your classified telephone direc- 
tory). For a full-color illustrated folder, 
write The General Fireproofing Co., 


Dept. M-48, Youngstown 1, Ohio. 
©GF Co. 1955 
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Policy re manuscripts: The object of MANAGE- 
MENT METHODS is to offer “'practical solutions to 
management's problems." For that reason we never 
highlight a problem without offering at least a 
partial solution or a recommended course of 
action. Whenever possible, we like to offer the 
reader something he can do right now to correct 
@ procedure or solve a problem in his business. 

Much of our editorial material comes from busi- 
ness and management specialists as well as from 
active businessmen at all levels of management. 

Most articles employ case histories. An article 
may be based on a single case history or can be 
built around a group of related case histories. We 
like to mention the name of the user company 
involved in each case hisfory. 

We endeavor to return all manuscripts. How- 
ever, we assume no responsibility for material not 
specially requested by us. 
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How to measure office operations 
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How to catch a headline in the making 


High above this news story a camera 


whirred away, filming tense moments 
behind the headlines. Remarkably soon, 
you witness scenes like this on your TV 
screen. 

The same kind of film that TV news 
cameramen rely on is also a “natural” 
for plant movies and motion studies 
where light conditions often prohibit 


Other Du Pont Photographic Products also 
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FILE 60% MORE MATERIAL in equal space by 
using extra-thin Du Pont “Photo-Writ’” W 
photocopy paper. It’s a high contrast paper 
giving needle-sharp reproduction. 


DU PONT 


Photographic Products 


S. PaT OFF 


BETTER THINGS FOR BETTER LIVING . . . THROUGH CHEMISTRY 


the use of regular film. 

Du Pont’s High Speed Rapid Re- 
versal Motion Picture Film — Type 931 
—is one of the fastest films you can buy. 
It has wide latitude, and it can be com- 
pletely processed in a matter of min- 
utes. Its fine detail enables you to en- 
large 16-mm. frames if you want still 
pictures for further study or for sales- 





SAFEWAY STORES spur sales with posters 
printed by Anderson Silk Screen Printing 
Co. Du Pont Screen Process Film makes 
their stencils photographically accurate. 





promotion material. 

Why not take advantage of the many 
qualities of Du Pont 931 —a film with 
the ability to do a superior job under 
adverse conditions anywhere. For com- 
plete information about Du Pont 
Motion Picture Film or other products 
shown, send coupon for free booklets, or 
for a call from our Representative. 


serve business 


X-RAYING A BOILER SEAM — Du Pont Type 
504 Industrial X-ray Film quickly locates 
defects, helps E. Keeler Co., Williamsport, 
Pa., maintain quality, assure long service. 
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] E. |. du Pont de Nemours & Co. (Inc.) I 
Photo Products Department, Wilmington 98, Delaware. i 
I Please send me information about 
! [] Motion Picture Films [] **Photo-Writ’’ W 1 
i [_] Industrial X-ray Films [] Screen Process Film 1 
| NAME — —o : 
1 FIRM ane he t 
1 TITLE ih H 
1 STREET os | 
1 CITY STATE = 1 
Please have your Technical Representative call. i711 
L ———_——_— i a eS ee ae ee ee a te me Cn em 
(Circle 579 for more information) 








Phone Our 
Nearest Office 
for 
Quick Action 





Allentown..... HEmlock 5-8021 


Atlanta... Main 1538 
Baltimore... .MUlberry 5-0698 
Boston... Liberty 2-7748 
Buffalo Madison 7538 
Chicago. ANdover 3-3949 
Cincinnati... MAin 1-7250 
Cleveland TOwer 1-5471 
Columbus, 0....CApital 4-4297 
Denver.......KEystone 4-7285 
Des Moines. 8-6745 
Detroit......WOodward 5-0665 


Houston. _.FAirfax 3-9157 
tndianapolis.. MElrose 8-3835 
Los Angeles...... Tucker 3202 
Miami..... . .3-7468 


Milwaukee. .BRoadway 2-0913 
Minneapolis... ...Lincoln 0527 
Newark... MArket 4-4235 
New Haven. .UNiversity 5-0551 
New York..CHickering 4-6947 
Niagara Falls... 49819 
Oakland.... .GLencourt 2-1046 
Oklahoma City. .REgent 6-8188 
Omaha.........Webster 4403 
Paterson...... LAmbert 3-5012 
Philadelphia... Kingsley 6-4989 
Phoenix... . ALpine 2-2361 
Pittsburgh. .... ATlantic 1-6164 
Portland, Ore.. .CApital 6-2719 
Providence. ... .DExter 1-4186 
Rochester, N.Y.....Baker 5340 
St. Louis... .. .GArfield 1-5766 
St. Paul....... .CApitol 4-0710 
Salt Lake City..... 4-6561 
San Diego..... BElmont 4-7347 
San Francisco... .SUtter 1-4352 


San Jose......CYpress 7-0500 
Seattle..... Main 1870 
Spokane..... Temple 2132 
Syracuse .... .3°6181 
Tacoma... Broadway 4000 
Tampa.... ..... .2°3880 
Toledo... ...Fulton 4649 


Havana, Cuba 
Johannesburg, S. Africa 
London, England 

Paris, France 





“| was 
amazed 
at how 
MANY 
ways 
manpower, inc. 
could help us!” 


Says Jules Lederer—dynamic President 
of the Autopoint Co. Div. of Cory Corp. 








“Their services ended rush period headaches and 
unnecessary costs in our factory, warehouse and 
office.” 

Manpower, Inc. will help YOU, too, on a temporary 
basis during peak periods, emergencies or special 
projects, or on a regular basis at surprisingly low 
hourly or piece-work rates. 


TOP MANAGEMENT AND METHODS MEN 
USE MANPOWER, INC. FOR 


@ Systems installation e Complete Mailing 
and changeover Service 


e Stenography e Factory Work 

@ Filing e Car & Truck Loading 
@ Sales Analysis @ General Labor 

e Complete Calculating ¢ Convention Service 


Service e Telephone Answering 
e Typing Service 
e Any Kind of Office ® Market Research 
Work e Or You Name It 


e Demonstrations 


WE KEEP ALL RECORDS 
No “red tape.”’ Our own bonded, insured employees work 
for you in either your office or ours for four hours, a day, 
a week, a month or longer. We pay them, keep all records, 
pay taxes, social security, Workmen's and Unemploy- 
ment Compensation, insurance, etc. 


62 OFFICES COAST-TO-COAST 
To give you uniform high standards of service, we operate 
62 offices in the United States plus four foreign branches. 
To contact us immediately, telephone the office nearest 
you. (See list at left.) 
If your city is not listed,write Mr. Mathews, 


MANAGEMENT SERVICES DIVISION 


= a 7 
330 West Kilbourn 
Milwaukee, Wisconsin imc. 


WORLD'S LARGEST COMPLETE BUSINESS SERVICE 


(Circle 599 for more information) 
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ELECTRONIC BRIEFS WORTH REPEATING 


Operations research and 
computers 


Just a plain analysis of the fact is 
often not enough on which to base 
a decision there 
many facts and too many choices. 


because are too 
A way to overcome this difficulty 
and a way to make life just a little 
less nerve-racking and_ ulcer-pro- 
ducing, appears to be shaping up 
in what is generally known as 
Operations Research. 

The 
scientific and engineering problems 
by electronic computer techniques 


is well established. The solution of 


mathematical solution of 


equally complex business problems 
by mathematical means on comput- 
ers is not so well established. This 
is, no doubt, true because not many 
business executives are top flight 
mathematicians and are under- 
standably wary of things they do 
not understand. This should not 
be so, because many business exec- 
utives are not top flight account- 
ants, or tax specialists, or budget 
experts—yet they accept the find- 
ings of such experts. So should 
they accept the findings of mathe- 
maticians and logicians on an 
Operations Research Staff. 

At Burroughs we try not to be 
without shoes like the shoemaker’s 
children. We believe in using our 
own equipment. We are producing 
a small computer which we believe 
is suited to the solution of business 
problems. 

Typical of the kind of problems 
we expect to solve with this equip- 
ment is the problem of “how many 
salesmen should one have.” On its 
face it does not seem to be too 
tough a problem. Too often this 
question is resolved by strictly cur- 
rent economic considerations of 
budget. However, just as an invest- 
ment in research and development 
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properly conducted can expand the 
company and increase profit, so can 
proper use of sales manpower. 

But the question is “how many 
men” and with “what qualifica- 
tions’? In our case, we answered 
both questions with computer tech- 
niques. “How many” we answered 
for each marketing area by solving 
equations the 
facts of present manpower effective- 
ness, present effectiveness of compe- 


involving known 


tion. The “what qualifications” we 
had already done in our own large- 
scale computing center in Philadel- 
phia by reducing the data of qualli- 
large 
sample of men we had hired over a 


fications and results of a 
period of years. The correlation 
we developed has been most help- 
ful in selection of new men. 

RAY R. EPPERT, Executive Vice Presi- 
dent, Burroughs Corporation, at 
the 8th annual SPA meeting. 


Purchase, rental, and 
obsolescence 


In the discussion of purchase versus 
rental, we have heard a great deal 
about obsolescence of equipment. 
| was inclined to accept it as an im- 
portant factor, so important, in fact, 
as almost to preclude purchase of a 
machine. Yet, after a great deal of 
study and discussion with consulting 
engineers, | have come to the con- 
clusion that obsolescence is not now 
a factor of primary importance. 
Certainly there are going to be many 
improvements over the next decade, 
but all indications point to the fact 
that the manufacturers will have to 
up-date equipment presently in ex- 
istence when they come out with 
something new. As you know, one 
large manufacturer has recently an- 
nounced that it will do this. 

The thing of importance is to get 
a system that will perform satisfac- 


methods 








torily the various jobs you wish to 
have done. The large amount of sav- 
ings that will be made can then be 
attained. If new equipment will only 
reduce the elapsed time of doing a 
job, the additional savings will be 
relatively small. Our studies indicate 
that, in determining cost, a 10 to 12 
year write-off period is conservative. 
Of course, a company should try to 
make a machine pay for itself within 
approximately five -years, but in de- 
termining cost, a much longer period 
should be used. 

ROBERT E. SLATER 

Vice-President and Controller of 
John Hancock Mutual Life In- 
surance Company, in the Journal 
of Machine Accounting 
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Electronic hook-up between 
home office and branches 
The electronic nervous system is 
replacing the electronic brain at 
Nationwide Insurance. The system 
consists of two new inventions by 
International Business Machines— 
the 650 electronic brain and the 
transceiver—which will enable re- 
gional offices as far away as New 
Haven, Conn., to figure up their 
policyholders’ premiums (bills) on 
the home office brain by using 

long-distance telephone lines. 

An accountant in New Haven, 
for example, will take up a number 
of cards bearing information on his 
policyholders and drop them into 
a transceiver, a gadget that trans- 
lates the information into electri- 
cal impulses on long-distance lines. 
In Columbus, another transceiver 
will translate the impulses back 
into coded cards, and these will be 
“fed” to the brain. The _ brain’s 
answers will be flashed to the New 
Haven office via transceiver just a 
few seconds later. 

The Nationwide network is sim- 
ilar to one developed 18 months 
ago by IBM for scientific firms 
which wanted to do long-distance 
research with a giant brain located 
in New York City, But the assign- 
ment of a system to work daily ac- 
counting problems for regional of- 
fices is a Nationwide innovation. 
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The Remington Electric The Remington Standard 
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Remington. Mearnd DIVISION OF SPERRY RAND CORPORATION 


(Circle 618 for more information) 
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Magnification shows you: 





So sharp, so clear, so easy to 
read...on glare-free 


HAMMERMILL LEDGER 


Here are figures written on Hammermill Ledger — magnified four 
times. They're written with a steel pen just as one of your own 
bookkeepers might write them. And just see the clarity, the easy- 
to-read legibility! 

Turning out faster work while cutting down on errors is the neatest 
trick of the week. Any week. And Hammermill Ledger helps you 
do it. Its glare-free surface and soft colors make it just about the 
most eye-restful ledger that ever gladdened a bookkeeper’s glance. 


Hammermill Ledger takes typing and writing better, too, for 
neater, cleaner entries, both pen and typewritten. For sharp, legible 
bookkeeping machine entries, choose from the special items water- 
niarked “Posting Finish”. 


Durable enough to stand up under years of handling, Hammermill 
Ledger has a firm, uniform surface that takes cleaner, sharper ruling 
and printing. Write—now—on your business letterhead for free sample 
book. Hammermill Paper Company, 1499 East Lake Road, Erie 6, Pa. 


MMER|z, 


yet | EDGER << costs no 


more 


MADE BY THE MAKERS OF HAMMERMILL BOND 
(Circle 592 for more information) 
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TEST YOURSELF 


on 


THE AUTHOR: Benjamin Newman 1s 


recent tax courf cases 


tax attorney specializing in estate 


planning and real estate. He is associated with Koenig and Bachner, New York. 


THE QUESTION 


Can a taxpayer deduct as a contribution the amount paid to a 
charitable organization where the charitable organization con- 


tracts to pay Taxpayer an annual sum for life? 


THE FACTS 


‘Taxpayer paid 30x dollars to a chari- 
table organization. At the same time, 
he entered into an agreement with the 
organization wherein the charitable 
group agreed to pay to Taxpayer and 
his spouse and to the survivor 2x dol- 


lars a year for their lifetime. 

Taxpayer contended the amount 
paid was a valid and legal charitable 
deduction and requested a ruling on 
the question by the Commissioner of 
Internal Revenue. 


THE RULING 


Such a transaction constitutes a pur- 
chase of an annuity resulting in neither 
gain nor loss to ‘Taxpayer, decided the 
Commissioner in Revenue Ruling 55- 
388. The 30x dollars paid to the chari- 
table organization is the consideration 
paid for the annuity, and the sums re- 
ceived under the agreement are sub- 


ject to tax under the rules governing 
the taxation of annuities. Furthermore, 
the present value of the annuity, com- 
puted in accordance with the recog- 
nized annuity tables, is in excess of the 
amount paid. Therefore, on that basis 
no charitable deduction is allowable 
to ‘Taxpayer. 





THE QUESTION 


Is the sale of one’s contractural rights in and to a distributor- 
ship agreement with a foreign manufacturer the sale of a capital 
asset? May such sale qualify on the installment basis? 


THE FACTS 


‘Taxpayer, a representative of for- 
eign manufacturers, was appointed sole 
agent of a certain foreign company and 
its subsidiaries, to sell and distribute 
the company’s products, in the United 
States, its territories and possessions. 
Under powers granted in their agree- 
ment, ‘Taxpayer appointed a domestic 
company as his distributor for such 
products. Subsequently, Taxpayer sold 


and assigned all of his right, title, and 
interest in the agreement with the for- 
eign company to his distributor. The 
of the sale 


taxpayer was paid only 10% 
price, with the balance to be paid the 
following year. Taxpayer now wishes 
to treat this transaction as a sale aris- 
ing out of the sale or exchange of a 
capital asset—that is, a capital gain. 
Can he do this? 


THE RULING 


The Internal Revenue Code, ruled 
the Commissioner, does not exclude 
from the term “capital assets” a con- 
tract of the type herein concerned, 


which is sold by a taxpayer who is not 

a dealer in such contracts. 
Furthermore, since the sale consti- 

tutes a casual sale of personality in- 


methods 


volving a selling price of more than 
$1,000 and Taxpayer’s initial payment 
during the taxable period of the sale 
was less than 30%, Taxpayer may re- 
port the gain on the installment basis. 
(Revenue Ruling 55-374) 





THE QUESTION 


Does the sale of stock for 
a nominal consideration estab- 
lish worthlessness for pur- 
poses of tax deduction? 


THE FACTS 


In 1949 the stockholders of a hotel 
corporation, which had been operating 
at a loss for several years, adopted a 
plan whereby all of the preferred stock 
was surrendered to the corporation and 
cancelled. All of the common stock was 
sold for $1.00 a share. 

The son of one of the family stock- 
holders, who was not a stockholder be- 
fore adoption of the plan, paid $100.- 
000 new capital to the corporation for 
which he received 1,000 shares of new 
preferred stock. He was also issued a 
certificate for 48714 shares of common 
stock, out of 750 shares. 

The taxpayers contended that they 
were entitled to a loss deduction since 
the old preferred and common stock 
became worthless in 1949 or, in the 
alternative, that they sustained a loss 
on the sale of their stock. 


THE RULING 


The Court ruled that the stock did 
not become worthless in 1949. The 
facts and evidence showed that al- 
though the stock may not have had any 
liquidating value it did have some po- 
tential value. The sale of the stock for 
a nominal consideration did not estab- 
lish worthlessness. The Court found, 
however, that the taxpayers realized a 
deductible loss on the sale of the stock 
despite the Commissioner’s argument 
that the sales were between members 
of the same family and, therefore, spe- 
cifically disallowed in the Code. ‘There 
was no evidence to show that the re- 
financing plan was conceived and car- 
ried out for the primary purpose of es- 
tablishing tax losses for the stockhold- 
ers. Moreover, the common stock sold 
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Each week another group 


arrives at the Natvon’s Cantal 


40 Executives 
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I hey come, at the Government’s request, not to dis- 
cuss contracts and production schedules, but to plan 
something even more important in the national interest 





—the survival of their companies should disaster strike 
in any form... anda prompt recovery from the blow. 


Upon this, it is pointed out, the survival of our nation 
may well rest. 

During their stay in the Capital, Department of Commerce 
officials stress the importance of protecting employees and 
facilities; of establishing a continuity of management and 
technical know-how; of protecting vital corporate records. 

The advantages of microfilming these records are reviewed 

. also the extra protection which results when the films are 
stored in such impenetrable fortresses as Iron Mountain 
Atomic Storage Vaults, Inc., N. ¥Y.; Western States Atomic 
Vaults, Inc., Calif.; National Storage Company, Pa. 

Vital-Record Security Service 
In support of this program, Recordak Corporation 
(Subsidiary of Eastman Kodak Company) announces 
a new service designed to enable companies to resume 
normal operations faster if original records are lost or 
destroyed. 

Beginning November 1, 1955, Recordak will maintain at each 
of the three above-mentioned locations, equipment specially 
designed for the high-speed production of paper enlargements 
from microfilm negatives. Equipment—and stand-by operating 
staff—can be augmented as required to meet increasing demands. 
Also, the same service may be provided in additional security areas. 

Company executives who are concerned with the protection of 
their corporate documents will welcome this new Vital-Record 
Security Service. 


For it means that they can reserve equipment and man power 


on an hourly or full-time basis specifically for the reproduction of 


their vital records should originals be lost through any means. 


Contracts can be for as little as 2 hours of machine and staff 








time per day or as much as 24 hours per day on a 7-day week 
basis. Work will continue at this rate until the number of linear 
feet of vital records contracted for have been produced. 

High-speed print production 
Reproduction equipment used by Recordak in these security 
vaults will produce 1,000 linear feet of paper prints per hour 
from microfilm records of blueprints, production and research 
data, stockholder and financial records, contracts, and other 
vital items. 

Non-strategic materials used 
A new and most important feature is that none of the materials 
used in this high-speed process is considered critical or strategic 
by the U. S. Government. A sufficient quantity of all supplies ade- 
quate to operate each machine continuously until your contract 
has been fulfilled will be maintained as a minimum reserve. 
Stand-by equipment will be tested and serviced periodically. 
Other Recordak Services 


Microfilming. Recordak offers a complete line of microfilmers for 
all requirements on a purchase or rental basis. It also maintains a 
Customer Service Department which will microfilm your records 
at its nearest laboratory or on your premises. 
Film Processing. All Recordak Microfilms—whether photo- 
graphed by you or our Customer Service Dept.—are processed 
by Recordak in high-speed professional equipment to National 
Bureau of Standards specifications for archival films. Following 
this, your films are inspected for photographic quality. 
For complete information on Recordak’s new Vital-Record 
Security Service and other services, write Recordak Corporation 
(Subsidiary of Eastman Kodak Company), 444 Madison 
Avenue, N. Y. 22, N. Y. No obligation whatsoever. 

**Recordak” is a trademark 


SRECORDERK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming— 
and its application to business routines 


(Circle 617 for more information) 
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THIS NATIONAL ACCOUNTING MACHINE provides the Tuthill Pump Company with accurate day-to-day payroll and accounting information. 


“Our Clakonal System 


saves us *8,800 a year... 
pays for itself every 8 months!” 


—Tuthill Pump Co., Chicago, Ill. 


Here is what happened after the 
Tuthill Pump Company changed 
to a National System, as described 
by the company’s treasurer: 


“‘With our former methods we were 
having difficulty obtaining accounting 
information on time and were con- 
stantly faced with overtime to com- 
plete our accounting. 


‘*‘We now have complete, accurate, 
up-to-date records for all of our ac- 
counting applications such as payroll, 
accounts receivable, payables, labor 
and material distribution. This infor- 


THE NATIONAL CASH REGISTER COMPANY, vavrons,omo 


mation is valuable, as it helps us to 
run the company more efficiently. 
Overtime work is now a thing of the 
past, as our National easily handles 
peak work loads such as payrolls and 
end-of-the-month billing. 


“Our National System saves us 
over $8,800'a year and pays for itself 
every 8 months! We regard it as one 
of the best investments in equipment 
we ever made. Any manufacturing 
business would certainly benefit from 
a National System’s many fine 
features.”’ 


977 OFFICES IN 94 COUNTRIES 
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Why not have this kind of account- 
ing efficiency for your business? A 
National System soon pays for itseif 
out of the time and money it saves, 
then continues returning the savings 
as extra profit. Call your nearby Na- 
tional representative and let him ex- 
plain what a National System can do 
for you. His number is listed in the 
yellow pages of your phone book. 
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ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 





to the son of the family group of stock- 
holders came from a group of non- 
related stockholders. (Lincoln, et al v. 
Comm. U.S. Tax Court, July 18, 1955.) 





THE QUESTION 


Does the 50% fraud penalty 
survive a taxpayer’s death? 


THE FACTS 


Taxpayer, who died April 5, 1943, 
had fraudulently underestimated his 
taxable income for the years 1936 
through 1942 with the intent of evad- 
ing payment of his taxes. Upon discov- 
ering the fraud, after the death of the 
deter- 
mined the deficiencies for the above 
years, added the 50% fraud penalty, 
and assessed the taxpayer’s estate. The 
estate contended that the 50% addi- 
tion was a penalty and as such did not 
survive Taxpayer’s death. Were they 
correct in their contention? 


taxpayer, the Commissioner 


THE RULING 


Generally, actions on penal statutes 
do not survive the death of the wrong- 
doer. However, said the Court, it has 
been clearly characterized by the Su- 
preme Court that the fraud assessment 
is not penal in nature. It is provided 
primarily as a safeguard for the protec- 
tion of the revenue and to reimburse 
the Government for the heavy expense 
of investigation and the loss resulting 
from Taxpayer’s fraud. While there is 
certainly no point in mulcting an es- 
tate and thus punishing heirs for the 
personal wrongdoing of their ancestors, 
there seems no valid reason why any- 
one should be prevented from. re- 
covering damages because the person 
who inflicted the damage died before 
judgment was entered against him. 

Therefore, concluded the Court, the 
statute must be considered remedial— 
as providing indemnity for loss 





and 
taxpayer’s death. 
(Kirk v. Comm. of Internal Revenue, 
U.S. Circuit Court of Appeals, 1950.) 


does survive the 





THE QUESTION 


May a corporation deduct 
interest expense as a business 


methods 





expense, where paid to stock- 
holders on their advances? 


THE FACTS 


Taxpayer in this case was a corpora- 
tion in the liquor business. Prior to 
1947 the corporation had been doing 
business as a partnership with three 
individuals serving as active partners. 
At the partnership’s termination, there 
was $131,670 as undistributed partner- 
ship profits. The partners loaned this 
entire amount to the newly-formed cor- 
poration, in addition to which they 
agreed to invest $10,000 each, in re- 
turn for 500 corporate shares. The 
sales agreement provided for annual 
interest of 4% on the indebtedness. 

From 1949 through 1951, the tax- 
payer corporation paid approximately 
$25,000 as interest, deducting this 
amount on its income tax returns as 
interest on “stockholder’s advances.” 
The Commissioner disallowed the de- 
duction on grounds that the payments 
were dividend distributions. 


THE RULING 


Reversing the Commissioner, the 
Tax Court held that the partners had 
intended to loan the undistributed 
partnership profits to the corporation. 
The corporation was not thinly capi- 
talized and there was no reason to view 
the distributions as dividends when all 
objective manifestations indicated that 
they were interest. Accordingly, the de- 
ductions were allowed. (Bakhaus and 
Burke, Incorporated v. Commissioner, 
U.S. Tax Court, decided Aug. 12, 1955.) 
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Thirty-five million cups of cof- 
fee: Mechanization of the “coffee 
break” is providing a big push to the 
expansion of the custom, so that 35 
million American workers now par- 
take daily. A 50% increase in “‘cof- 
fee breaks” since 1951 has raised total 
participation to 54.2% of all em- 
ployed persons in the United States. 
Mechanized coffee dispensing equip- 
ment, mostly coin-operated vendors, 
has enabled thousands of firms to 
overcome formidable coffee cost and 
serving problems. 


repeating" 
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How much time and money could. 


your office save, this way? 
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This battery of three Revo-Files at the Los Angeles Teachers Credit Union revolutionized filing operations . . . cut costs... improved efficiency. 


A simple change from old-fashioned “‘hunt and pick’’ 
card files to modern Revo-Files usually saves a firm 
enough to pay for its Revo-Files in a year or less. In ad- 
dition, morale goes up... clerical fatigue goes down... 
and the efficiency of your whole card system improves! 


WHAT COULD BE more practical? Let those file cards 
“eo round in circles” instead of your clerks! Save all the 
lost time, motion and energy that old-fashioned drawer 
and tub files steal from you. Save on your operating 
costs, too. 


Revo-File “rounds up” all your active cards . . . as many 
as 7,500 cards per file . . . brings them under fingertip 
control . . . ready instantly for reference and posting. 
Clerks use the Revo-File from a relaxed sitting position 
(or convenient standing position, with special Hi-Boy 
Model). Revo-File is compact. Mobile. Takes only a 
fraction of the space needed for the same records in older- 
type files. Why not investigate this modern cost-cutting 
equipment, today? If you have 3,000 or more active cards, 
it'll pay you handsomely. Mail coupon, now! 














IMPORTANT P.S. Nice thing about Revo-File is that no 
costly, time-taking changeover to new cards is required. 
Put present cards in... you’re ready for work. 





Why Revo-File is the world's finest rotary file. 


@ Uses your present records. No costly changeover. 
Cards not attached to wheel... one, or a hundred may 
be instantly removed and refiled. 

Increases production. Reduces overhead, 

Cannot lose or damage records. 

Makes “in-out” filing faster. 

Reduces clerical fatigue. Improves morale. 
Mobile—move it where needed. 

Available in manual, automatic electric selection and 
Hi-Boy models. Accommodates all standard and most 
off-standard card sizes. 











Mail coupon, today, for free illustrated folder! 


: Department MM-II, Revo-File Division 

‘ The Mosler Safe Company, 320 Fifth Avenue, New York 1, N. Y. 
- : Please send me your /ree illustrated folder giving full 

: details on Revo-File, world’s finest rotary card file. 

















: NAME POSITION 
World’s Finest Rotary Card File ' 
: FIRM 
another product of : ADDRESS 
*MoslerSafe=z 
os er e Since 1048 : CITY ZONE STATE 
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Parsons Papers 
make your = 
record keeping a: 

efficient ! 


Efficiency 
want with 
— both of W 


NCE you make a record — by 
machine or pen — on Parsons 
Paper, you'll never have to copy it 
because of worn paper. Parsons 
Papers /ast; these fine papers pay for 
themselves over and over again. The 
cost of copying a single set of records 
may be ten times the cost of standard- 
izing on long-wearing Parsons Papers 
for all your records. 

Parsons Papers stand up under era- 
sure by rubber, scratcher or chemi- 
cals. They won’t split or dog-ear at 
corners, and your entries won’t 
smudge or spread along the fibers. 
They’re made of strong cotton fibers, 
which means you can use lighter 
weights and won’t have to waste the 





means gettit 
out ss ti 


cost money: 





costly space that thick, bulky papers 
use. Paper like this means efficiency 
and low clerical costs. Parsons makes 
no other kind. For example: 


Parsons Mechano Form 


Made with new cotton fibers, which 
is the key to quality in paper, 
Mechano Form ledger and index- 
bristol lead in sales because they’re 
economical and efficient. They’re 
available in many sizes and weights 
so there’ll be no waste. They’re made 
in a variety of matching colors 
because clerical speed and accuracy 
in selection are improved by color- 
keyed forms and sheets. 


“‘How to get what you need in Record-Keeping 
Papers and Index Cards” 


This is the title of a valuable free booklet that will help you 
materially in setting up, changing or maintaining an efficient 
record-keeping system. It answers dozens of questions and 
will make it possible for you to cut down the time and 
energy used in keeping your records. 


PARSONS PAPER 


OMPAN Y 
More than Z 00 Years at Holyoke, Massachusetts 
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PARSONS PAPER COMPANY 


Department 36, Holyoke, Massachusetts 
Please mail me, without cost or obligation, your booklet “How to 


get what you need in Record-Keeping Papers and Index Cards.” 


Name. 
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Organization 





or Company 


Street. 





City or Town 


__State 
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sales ideas 


How to find new markets 
for your products 





by Frederick |. Wershaw and Robert Gould 


Wershaw-Gould Company, Sales Management & Marketing Consultants 


Specialized distribution is a major step to increased sales 


mms Phe age of sales spe- 
cialization has moved deeper into the 
problems of mass distribution than 
Producers 
finding new 


most manufacturers realize. 
of consumer goods are 
retail markets for their wares every 
day. In most instances, the outlets 
they never knew existed were there all 
the time. The food stores were always 
a logical outlet for pots and pans, but 
no one ever exploited them. In other 
instances, new outlets have cropped up 
as a result of changes in our economy 
and methods of doing business. For 
example, the discount house was un- 
known 15 years ago. Locating every 
volume outlet for a manufacturer’s 
merchandise is the major problem fac- 
ing sales managers. 

Very often a manufacturer depends 
upon a salesman or sales representative 
functioning in a given territorial area 
to sell all possible customers in that 
location. The complexities of today’s 
distribution pattern don’t lend them- 
selves to a jack-of-all-trades salesman 
who can sell equally well to the job- 
bing trade, chain stores, resident offices, 
etc. There is a tremendous need for 
sales specialization today. 

Three cardinal rules usually govern 


a manufacturer’s approach to increased 
sales for his company: 

1. Determination to broaden his 
marketing approach. 

2. Formulation of policy. 

Location and supervision of spe- 


cialized sales personnel for every field. 


Variety chain distribution 


Recently one of the larger manufac- 
turers of pencils, the Joseph Dixon 
Crucible Company, wanted help in get- 
ting their share of the variety chain 
market. ‘Their 
tremely strong through stationary job- 
bing outlets, but the variety market 
potential of approximately four mil- 


distribution was ex- 


lion dollars had not been tapped to 
any degree whatsoever. 

Our investigation revealed that they 
had never developed the right kind of 
chain store merchandising. They 
needed packaging and display methods 
geared for chain store sales. Their 
sales calls to the chains had been made 
through their regular territorial jobber 
salesmen, who had little or no experi- 
ence in the problems of selling in the 
variety chain field. 

A very modest investment in product 


development, packaging and display, 





THREE 
CARDINAL 


& Formulate policy 
RULES 


BP Broaden the marketing approach 


PB Locate and supervise specialized sales personnel 





methods 








coupled with aggressive sales repre- 
sentation to the chains, will soon re- 
sult in 20-25% of the total four million 


potential in favor of Dixon. 


Department store outlet 


The sales of a prime toy manufac- 
turer had always been excellent 
through the conventional type of toy 
jobber. They had never actively 
sought sales, nor had their program 
ever been geared for maximum vol- 
ume, through department stores, drug 
chains, tobacco jobbers, and the like. 

The department store was their 
weakest sales outlet in the over-all con- 
tribution toward toy sales in any given 
area. Although, in many _ instances, 
department store orders are compara- 
tively small and buyers rather hard to 
reach, they provide one of the finest 
and most economical promotional 
mediums available today. It was pos- 
sible, through a cooperative advertising 
plan, backed up by free ad mat service, 
to book business with many depart- 
ment stores and stimulate myriads of 
newspaper and catalog advertisements. 

There are hundreds of retailers and 
dozens of jobbers who faithfully shop 
department store ads for tips on good, 
saleable merchandise. Thus, in addition 
to increasing sales through the depart- 
ment stores themselves, it is possible to 
create demand, and, thereby, increase 
sales through the jobbing trade. ‘Tie 
this to the thousands of impressions on 
consumers who shop department store 
ads faithfully, and you have a strong 
case indeed for specialized department 
store coverage for toys. 

In this instance, it was definitely 
possible for the regular area salesmen 
to solicit all department store buyers. 
It was necessary, however, to supple- 
ment the salesmen’s activities in the 
field by a strong selling program cal- 
culated to reach the resident offices, as 
a complementary support to salesmen 
who were working in the field. 


Building drug store sales 


In today’s market, most mothers use 
a plastic-headed diaper pin instead of 
the old-fashioned, all wire type. ‘Tilton 
Industries, in Montpelier, Vermont, 
was one of the original manufacturers 
in this field. ‘They were realizing 
better than 90% of their total sales 
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written repeatedly by 


WRITE FOR FREE METHODS BULLETINS 


2250A—Unit Stock Control & Inventory Procedures 
2286A—Modern Shipping Procedures 
2310A—Personnel and Payroll Records 


Words or figures 


AND WITH 100% ACCURACY 














by Addressograph Methods 





Addressograph Methods mechanize repetitive 


writing wherever it occurs—in the office— 


ASK FOR A DEMONSTRATION 
OF THE NEW MODEL 30. 


in the factory—in the field—in the store 


You can reduce losses and start saving today 
with modern Addressograph Methods for 
writing anything that must be written more 
than once. Compared with ordinary methods, 
no matter how you write—or where you write 
—you can do the job 10 to 50 times faster 
with Addressograph Methods. There are 
Addressograph machines small enough for 
departmental use. (Put the machine where 
the work is—instead of bringing the work to 
the machine.) And there are Addressograph 
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machines for the most complex writing 
procedures. There are machines to handle 
statistical and accounting work. 

You get automatic controls of your repeti- 
tive writing—what to write, where to write and 
when to write—with Addressograph Methods. 
Call our nearby office for complete informa- 
tion on how to save time and money on every 
repetitive writing job. Addressograph- 
Multigraph Corporation, Cleveland 17, Ohio 
—Production Machines for Business Records.* 


Addressograph-Multigraph 
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Give her a new Underwood 150 
-.-it makes you both look good! 


You look good because every letter your secretary types 


is crisp, clear and distinctive 
you and your company. 


Your secretary looks good because the new Underwood 
150 is designed for extreme ease of operation... and 


it says nice things about 


May we give you a demonstration of the new Underwood 
150? Call your local Underwood Office, or mail the 
coupon below. With your permission, we’ll send along 
a gift for your secretary, a bottle of Underwood’s Red 
Nail Polish. Call or mail the coupon today! 


to keep her hands attractive. Underwood’s exclusive 








f ' ewtemmer nem ~~ 0 eas SO OF es os es oe ait 
halfmoon keys end the annoyance of broken fingernails J MM-II 
and chipped nail polish. : Underwood Corporaticn 
You both look good because the new Underwood 150’s p... One Fork Avenue, New York 16, N. ¥. 
oat . . I Fe 
rugged durability means extra years of trouble-free j | would like to see a demonstration, without obligation of the rew 
service and satisfaction. [{ Underwood 150. Send along, too, a bottle of Uncerwood’s Red 
! for my secretary. A good time to call for an appointment is: 
ww, 
SLE Name = ee ee es 
UNDERWOOD Oa CORPORATION I 
QS I Title. as 2 = 
©s aus | a 
One Park Avenue, New York 16, N. Y. Company __ sa aimee, a 
a —— a 
City Zone State 
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volume in the variety chains. They 
were anxious to reach the myriads of 
jobbers and other outlets capable of 
moving this type of merchandise. 

A drug chain store specialist, who 
covers the major drug chains exclu- 
sively, was retained, thus opening up a 
substantial proportion of the major 
drug chains. A specialized representa- 
tive to the infants’ field was hired with 
the sole responsibility of soliciting in- 
fants’ jobbers. Other specialized sales 
help included a drug detailer to call on 
individual drug stores and turn over 
orders to the major drug and sundry 
wholesalers, and another representative 
to solicit hardware and houseware ac- 
counts, rack jobbers, and plastic party 
plans. Three new avenues of distribu- 
tion for this one manufacturer were 
bared, with a resultant sales increase. 

Take the guess out of your market- 
with sales 


ing program specialized 


know-how and _ proper coordination 
right down to the buyer in the field. 
A modest dollar expenditure for prop- 
er sales supervision can mean the differ- 


ence between success and failure. m/m 
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Advertising copy: The Merritt 
Owens Advertising Agency in Kan- 
sas_ City, 
15-point test for advertisers to check 


Kansas, developed _ this 
their advertising copy against: 

1. Statement of 
product in headline. 


news value and 
2. Curiosity-provoking headline. 

3. Self-interest appeal in headline 
and illustration. 
4. Testimonial or case history in 
headline and copy. 

5. Copy appeal aimed directly at 
prospect, with “YOU” attitude 
throughout. 

6. Attention-getting layout with 
dramatic illustrations. 

7. Product illustrated in use. 

8. Carry-through of headline, illus- 
tration, and lead. 

9. Adequate copy to tell story. 

10. Direct urge for action. 

11. Use of signature or logotype. 
12. Reasons for use of product. 
13. Mention of cost or price in copy. 
14. Mention of product three times 
head, lead, copy. 

15. Tell how to obtain product or 


service. 
repeating” 


methods 
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Editor's Note: This article is adapted 
from a paper delivered before the 
Systems and Procedures Association 
Meeting, in Detroit, two weeks ago. It 
answers many of the questions of how 
to start an office incentive rogram, what 
problems must be faced, the cost of the 
program, and what it will save. The com- 
plete text will appear in the forthcoming 
WORKSHOP FOR MANAGEMENT. 


This is a case history 
of one company’s approach to office in- 
centive plans, the troubles encountered, 
the solutions worked out, and the re- 
sults obtained. We sincerely hope that 
this report of our efforts will be of 
value to those who are seriously con- 
sidering office incentives, and that it 
may also prove stimulating enough to 
others so that they will give thought to 
the benefits to be gained from install- 
ing such a program. 

We entered the office incentive field 
in the late months of 1948. Our first 
move was to conduct a survey of all 
clerical operations being performed. 
We analyzed this survey and noted 
those operations which we considered 
as having incentive possibilities. Al- 
though we found that our most opti- 
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mistic view would enable us to place 
only about half our clerical employees 
under incentives, it was decided to go 
ahead. In reaching this decision we felt 
that the gains to be made by setting 
incentive rates for those whose work 
could be measured would benefit all 
employees through the increased prof- 
its they would make available for our 
company profit sharing plan. 


by W. Gilbert Brooks 


Chief Time Study Engineer 
Pitney-Bowes, Inc. 


Our next decision was to establish 
individual incentive rates based on 
standard data developed through time 
study. This decision was influenced by 
the fact that we were planning on using 
time study men who had been working 
in our plant. Their experience was all 
on the taking of time studies for stand- 
ard data development. We planned to 
use the same method we had used in 


Four psychological problems which must be solved before an office 
incentive program can be successful: 


Fear of the unknown, due to changes in work methods and 


the alterations of work routines. 


Resemblance to factory work with its resultant loss of white 


collar “prestige.” 


Lack of sufficient motivation for earning higher pay. 


Objection to being watched. 





our plant program—namely, taking a 
large number of time studies, properly 
broken down and plotting our leveled 
elemental time values. We would then 
establish the standard time for each 
element of work by use of the mode 
method of selection. 

At this stage we drew up a written 
objective for the office incentive pro- 
gram. This was expressed as “installing 
an incentive plan based on direct 
measured standards developed from 
Standard Data wherever practical, car- 
rying out at the same time methods 
improvement and standardization.” 


Selecting an incentive staff 


Organizationally we had to make 
some minor changes within the Indus- 
trial Engineering Department. In order 
to carry out the work of setting incen- 
tive rates in the offices, it would be 
necessary that we cross divisional lines. 
We were in a staff position to the Vice- 
President for Manufacturing and our 
solution to the problem consisted in 
setting up an office incentive group 
under a supervisor. This group was to 
function in a liaison position with the 
administrative assistant to the Admin- 
istrative Vice-President. 

We spent a great deal of time ‘select- 
ing our time study personnel for this 
project because, from the first, we real- 
ized that the ultimate success or fail- 
ure of our program would hinge on 
our ability to sell incentives to the 
office employees. We chose one of our 
outstanding industrial engineers to su- 
pervise the group and provided him 
with the most patient and tactful time 
study men we had. These men did an 
excellent job of selling the program, 
and looking back, I am sure that much 
of the success we have had in office 
incentives can be traced in a large part 
to their efforts. 

At the same time we set up the fol- 
lowing criteria for determining which 
office activity would be the first to be 
incentive. We decided that 
there should be a fairly large homoge- 
nous office group, the work performed 
should be fairly repetitive and routine, 
and the group should have a supervi- 
sor receptive to the idea of incentives. 
In view of all that we have since 
learned, I feel that we would recom- 
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..- the only 
stamp pad 
guaranteed to 
give 100,000 
impressions! 


*MORE ECONOMICAL 
because it lasts longer... 
proves you're a smart 
buyer 100,000 times. 


*PUMP ACTION 
assures uniform inking. 


Clip coupon for your 
=== free stamp pad =""* 


THE CARTER’S INK COMPANY 
Dept. P-11, Cambridge 42, Mass. 


At no cost or future obligation, send me 
free Carter's Stamp Pad and informa- 
tive booklet. 


Ink color: (check one) Black [_] Red () 
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mend the third point as being the most 
important. A little later I will have an 
example to illustrate just how impor- 
tant this point is. 


Choosing a pilot group 


We now turned our attention to se- 
lecting the first group to be placed on 
incentives. We carefully reviewed our 
original survey, testing each group 
against our established criteria. This 
narrowed the list considerably, and in 
order to make the final decision we set 
out to talk with supervisors and de- 
partment heads. We were fortunate in 
finding one department head who was 
extremely interested in incentives, so 
much so that he had already devised 
a work-measurement system to measure 
productivity in his department. The 
work of this department consisted of 
transcribing, duplicating, addresso- 
graph, mail handling, and mail distri 
bution. After a careful study we de- 
cided to begin our incentive plan with 
the transcribing section first. 

And so we were at last ready to start. 
This first installation has since proven 
to be the most important we have 
made. It served as our classroom and 
laboratory. It presented us with most 
of our problems and also provided the 
opportunity to work out solutions 
which have since been responsible for 
much of the success of our office incen- 
tive plan on all counts. 

Our first action in the transcribing 
section consisted of holding a series of 
meetings with the supervisors and em- 
ployees. At these meetings we ex- 
plained the function of time study, 
showed how time studies were taken, 
how we plotted our elemental time 
values in order to arrive at the stand- 
ard times, and showed them sample 
time studies. After these meetings, we 
made a point of sitting down with each 
operator and again explaining our 
function. We showed how work simpli- 
fication and methods improvement 
would make their jobs easier and more 
productive. We quickly learned one 
fact, the language of time study had to 
be abandoned and all our technical 
terminology converted into plain Eng- 
lish. We have since made it a point to 
always be sure that we presented any 
time study explanation in the simplest 
terms. In this way we avoid any mis- 


understanding for all concerned. 

As our early studies were progressing 
we became increasingly aware that we 
faced two important problems which 
would require immediate solution. ‘The 
first of these was the question of how 
to record the proper time being worked 
on each job, and the second was how 
to obtain correct piece counts to match 
these times. We were well aware that 
failure to devise a timekeeping pro- 
cedure that would provide the proper 
controls, without being cumbersome, 
hard to administer, or costly to oper- 
ate, meant our incentive plan was 
doomed to failure. 

We also knew that unless we could 
solve these problems of time and count 
we would be adding to the age-old 
arguments of some supervisors that of- 
fice work was “different, you can’t get 
an accurate control on count or time 
by jobs.” If we were unable to solve 
these problems, our office incentive 
plan would never get a chance to show 
what could be done. 


Developing a timekeeping method 


Accordingly, we turned our attention 
to developing a timekeeping procedure 
that would answer our needs. We first 
tackled the transcribing problem and 
shortly hit on the idea of using an 
extra copy of the typed material for 
count purposes. We rejected the idea 
of using a key stroke counter and, in- 
stead, settled on two standardized 
lengths of lines of type. An analysis of 
all material processed by transcribing 
fell into two lengths of lines, 514 inches 
and 61% inches. We decided to set our 
time standards based on these lengths. 
In addition, we found that we could 
establish standards for the constant 
portions of each letter, such as head- 
ings, salutations, etc. This meant that 
with a copy of the typed material in 
front of her, a timekeeper could quick- 
ly compute the rate. We also found 
that we could set a rate for many of the 
variable portions of the letters. For ex- 
ample, changing a cylinder could be 
pro-rated over the lines of type in each 
letter. We analyzed the rolls and found 
that each one contained about 70 lines 
of typing, and for a single letter con- 
sisting of ten lines of type we would 
allow one seventh of the time for 
changing the cylinder. 
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At the same time, we examined the 
problems of obtaining piece counts in 
other sections and decided that we 
could control most of them fairly well. 
We found that we could obtain correct 
time counts from material which was 
received in a standard package from a 
supplier. Hand counting of the first 
phase could be used where a series of 
jobs involved the same material for one 
or more operators. In some instances 
the completed work could be weighed 
to give the final count. Automatic 
counters attached to such office ma- 
chines as the multilith, mailing ma- 
chines, tying machines, etc., could also 
be utilized to obtain fairly accurate 
piece counts. 


Meeting the morale problem 


Once we knew how and what to 
count in order to maintain control we 
turned our attention to the problem of 
obtaining the correct job times to 
match the job counts. From the begin- 
ning, we had been aware of a very 
pronounced feeling on the part of the 
office employees that the use of time 
clocks and job time recorders would 
create a serious morale problem. Cas- 
ual remarks by the employees hinted 
that they did not want to become “just 
another clock number.” In the light of 
the undercurrent of feeling which ex- 
isted, we felt that since we were enter- 
ing a new field, it might be to our 
advantage to adopt the honor system 
for job time recording. This was not a 
new concept with our company, since 
our office employees had been record- 
ing their daily starting and stopping 
times under the honor system for many 
years. However, I’m sure that our ulti- 
mate decision to base the timekeeping 
on the honor system played a big part 
in the eventual success of our incentive 
plan. It helps to prove to the em- 
ployees that we are fully recognizing 
their inherent honesty, and more or 
less places the responsibility for the 
continuance of the system strictly up to 
them. We have found that they react 
strongly to this challenge and take a 
very considerable pride in seeing that 
it is not abused. It also helps to be able 
to point out that this is one of the 
basic differences between office and 
shop incentive plans. I sincerely hope 
that some day soon it will be possible 
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to adopt the honor system in our plant 
incentive program. 

In order to record the starting and 
stopping times as well as the other 
pertinent information, we designed a 
simple form which permits quick re- 
cording and easy computation. This 
form has a space at the top for the 
operator’s name and the date. The re- 
mainder of the form is divided into six 
columns: the first three are filled in 
by the employee and the last three by 
the timekeeper. The three columns 
filled in by the employee call for the 
following information: a brief descrip- 
tion of the job and the start and stop 
times for all rated work. On these jobs 
we assign a number which could rough- 
ly be compared to the normal part 
numbering system used in the plant. 
Unrated work is listed in the second 
column by a brief description of the 
job performed. The third column re- 
cords the piece counts. 

Since it is necessary for the employees 
to account for every minute of the 
working day, our daily performance 
form has played an important part in 
increasing efficiency. Most employees 
have not’ always realized the amount 
of time wasted in a day, and the mere 
accounting for these times has often 
resulted in increased productivity with- 
out the use of incentives. 

The timekeeper’s job consists of tak- 
ing the employee’s daily performance 
form, figuring the elapsed time on each 
job, and posting this time to the appro- 
priate rated or unrated column. The 
rated jobs are then extended by multi- 
plying the piece count by the rate, and 
the standard minutes earned are then 
entered on the form. 

Once the form is extended, each col- 
umn is added, and a total taken to 
check the amount of working time 
against the amount of “in-office” time. 
The total elapsed measured time is 
divided into the total standard min- 
utes earned to determine the percent 
of efficiency. If the total elapsed meas- 
ured time equals or exceeds the total 
standard minutes earned, the percent- 
age of efficiency equals 100% or less, 
and no bonus is earned. If. however, 
the total elapsed measured time is less 
than the total standard minutes earned, 
the efficiency is greater than 100% and 
bonus is earned. 

Under our incentive plan, bonus is 











OFFICE OPERATIONS NOW ON INCENTIVE 


The present group of 124 office employees working on incentive rates 
represents a good cross-section of general office functions. The following list 
will give you some idea of the office activities measured under incentive: 


In the Order and Traffic Department, 4} typing work, calculation, and 


preparation of order forms, all filing, and the composing for postmark 
ads are worked against incentive rates. 


In the Duplicating Sectionyye jaye measured all the typing and preparing 
of forms to be duplicated, all the printing of forms on the Multilith 
and Xerox machines and all the collating, stapling, binding, and padding 
operations. 


In the Addressograph Sectionghe maintenance and the running of lists for 
various purposes are on incentives. 


In the Mail Section,employees work on incentive while sorting, distributing, 
and delivering incoming and outgoing mail; also while running the 
inserting, folding, letter-opening, and our own postage meter machines. 


In the Payroll Departmentye have rated the complete process of computing 
and preparing the payroll for the factory, home office, and all our branch 
offices, as well as the keeping of all records pertaining to payroll accounts. 
Also on rates is the computation of bonuses and salesmen’s commissions. 


In the Field Consignment Section,the maintenance of records indicating 
the location by serial number of all machines and meters in our branch 
offices and in service is performed on incentive rate. 


In the Distributing Section,we have measured the work of those who re- 
ceive, open, and sort customers’ checks for forwarding to Accounts Receiv- 
able; also those who receive invoices from the Billing Section and who 
separate, prepare tapes, and forward various copies. 


In Accounts Receivable, we have rated those using the Remington Rand 
“Bookless Bookkeeping” system of Accounts Receivable, and those receiv- 
ing open invoices, setting up new accounts, application of payments, 
sending of statements, auditing for collection, and even the taking of 
periodic trial balances. 


In the Billing Sectionghe typing of those invoices not prepared by the Tabu- 
lating Section is performed on incentive. 


In the Sales Records Sectionwe have measured the typing of quota and com- 
mission statements as well as the use of bookkeeping machines to ana- 
lyze and tabulate sales. 


In the Branch Accounts Sectionshe auditing, checking, summarizing, and 
preparing of statements relative to the financial operations of our branch 
offices are all done on direct incentive rates. 


In the Advertising Department, we have incentive rates on typing adver- 
tising leads and filing requests from prospects for sales literature. 


In the Tabulating Section,all keypunch operations are performed on incentive. 


In the Central Files Section,we have rated the filing of all correspondence 
relating to customer accounts, sales, etc. 


This then represents our progress up to the present and I’m certain 
that you will agree with me when I say we have succeeded in proving 
that office work can be measured and put on incentive. It isn’t always 
an easy job to do and very often requires some original thinking in order 
to solve particular problems. 
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McBEE 


Working capital ! Even the healthiest com- 
panies need an occasional transfusion of 
this life-blood of business, via bank loans 
or stock issues. 


But when there’s a chronic shortage, it 
usually means that corporate anemia 
has set in. Routine operations seem like 
mighty efforts. Opportunities slip by — 
for the patient has lost the power to act. 

In many such cases, Keysort punched- 
card accounting works wonders. 

For it often happens that the cause of 
chronic working-capital shortage lies 
right in a company’s own inventory. Too 
much money is tied up in raw materials, 
in-process goods, unshipped products. 





Keysort factory control can show you 
on time when and where an unnecessary 
inventory bulge is developing. Thus you 
keep inventory lean, and use the money 
saved to nourish working capital. 


A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and 
give them to you fast. Daily, weekly, 
monthly — as your needs require. Whether 
you run a 100-man branch plant, or an 
industrial titan. At low cost. 


The trained McBee man near you has 
a presentation which will show you how 
it’s done. Jt takes just one hour, from 
start to finish. Phone him or write us. 
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Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 





| only earned on the time worked at a 





| rate when efficiency exceeds 100%. We 


| do not have any penalty for continued 


“below standard” performance, but this 
might well lead to a transfer to another 
department where the employee might 
be better able to perform the work. All 
time not worked against the rates is 
paid for at the individual’s base rate. 

We have found that despite our best 
efforts; a small percentage of jobs in 
each section defies our rate setting tech- 
niques, usually because of an unpre- 
dictable method and the impossibility 
of securing an accurate piece count. 

We do not immediately rate jobs 
when they are added to an employee’s 
work load. We prefer to have the em- 
ployee become completely familiar with 
the procedure and job content first, as 
well as to allow us to analyze the job 
for work simplification purposes. 

While we were busy solving the piece 
count and timekeeping problems, time 
studies were continually being taken in 
the transcribing section. It was soon 
apparent that our library of standard 
data would be complete for this section 
and we then turned our attention to 
the taking of week-long production 
studies as well as ratio-delay studies. 
These studies were carefully analyzed 
to assure that we would have adequate 
allowances for rest periods, personal 
needs, fatigue, and the many miscella- 
neous items which could not be made 
part of our regular standards. 

Once this factor was determined we 
were ready to start setting incentive 
rates in this section, and so once again 
we held a series of group meetings at 
which we carefully reviewed our stand- 
ards as well as the allowances. Ques- 
tions by the employee were answered 
and a starting date for the first use of 
our rates was set. 


Overcoming an early failure 


We set the rates and settled back to 
observe the success of the incentive 
plan. But to our surprise and dismay, 
we did not get any earthshaking results. 
Sure, some increase in the productivity 


| and efficiency was immediately appar- 


ent but performances were still consid- 


| erably below standard. After giving the 


plan a reasonable length of time to 
start working and finding very little 
improvement, we decided to recheck 
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all of our standards. 

We took all-day production studies 
on the employees and found that our 
standards were reasonable. However, 
we still could not get performances up 
to standard. It was soon apparent to us 
that something was seriously wrong, 
and we backed off from the program to 
take a long searching look at all we 
had done. It quickly dawned on us 
that while our standards were correct 
and could be attained, we were faced 
with a mental block on the part of the 
employees. We shortly received con- 
clusive proof that our standards were 
correct, when one girl turned in per- 
formances over standard, and in two 
weeks earned herself about twenty dol- 
lars. We later learned that an immedi- 
ate financial problem (I suspect the 
need for a new evening gown) had 
prompted her performance. She did 
not continue to earn bonus, but rather 
dropped back to her previous level. 

The overhearing of a chance remark 
made by one of the employees eventu- 
ally solved our problem. The previous- 
ly accepted level of performance was 
only about 65% of our standard and 
we were now asking for better than a 
50% increase in order to just reach 
standard. It was not a question of the 
fairness of the standard, but rather one 
of asking for half as much work again 
before the employee even had a chance 
to earn bonus. This resulted in the 
employee’s getting the feeling that 
standard performances were just too 
far out of reach. We quickly checked 
other office sections and found that 
65% was about the present level of 
performance and that if we ever hoped 
to go beyond the transcribing section 
with incentives we would have to de- 
vise plans to overcome this hurdle. 


The "break-in" allowance 


Our ultimate solution to this was to 
establish an allowance which would 
cushion the shock of the required in- 
crease in productivity. We did this by 
setting up a “break-in allowance.” This 
starts by adding 25 percent to the 
standard for the first period and de- 
creasing this amount by 5 percent each 
period thereafter, until at the end of 
the fifth period, the employees are 
working on the rates without any extra 
allowances. We determine the length 
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TIME-MASTER. This secret is the Dictabelt Record i 
It’s crystal clear, unbreakable, mailable, post card size, fillable 


—and it records an average day’s dictation A. 





few pennies. Write. = for Dictaphone’s illustrated booklet — 





“Communication.” We'll send you a free Dictabelt, too. 





DICTAPHONE Corporation, 
1420 Lexington Ave., New York 17, N. Y. 


In Canada, write Dictaphone Corporation, Ltd., 204 Eglinton Ave. East, Toronto . . . in England, Dictaphone Corporation, Ltd., 17-19 
Stratford Place, London W.1, England. Dictaphone, Time-Master and Dictabelt are registered trade-marks of Dictaphone Corporation. 
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Here you are. To meet the need for truly 
low-cost microfilming, here is a complete 
new line of machines from Bell & 
Howell and Burroughs. 


MICRO-TWIN RECORDER- 
READER: For less than you might 
expect to pay for a recorder alone, you 
get a complete microfilm recorder and 
reader in one unit! It records as fast as it 
can be fed—by -hand or automatically. 
Photographs documents front and back 
(simultaneously, if you wish). Full-size 
facsimiles can be made in the reader and 
developed without a darkroom. 


NEW MODEL 205 RECORDER: The 
Micro-Twin without the reader. If your 
operation makes it desirable to use sep- 
arate recorders, this is your unit. It has 


| _ all of the features of the Micro-Twin, 
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but instead of the reader, you get extra 
work space on the top of the cabinet. 


NEW MODEL 206 READER: This isa 
simple, low-cost unit for convenient use 
where readers are required in locations 
removed from the recorder. Compact 
and portable (weighs only 16 pounds), 
it projects 8-, 16- or 35-mm film. 


You have your choice of 37 to 1 or 24 to 
1 magnification with interchangeable 
lenses. The projector head swivels full 
circle so that the image can be turned 
upright on the screen regardless of its 
position on the film. 


Now—haven’t you waited long enough 
for the advantages of microfilming? To 
do something about it, call our braneh 
listed in the phone book. Burroughs 
Corporation, Detroit 32, Michigan. 


MICRO-TWIN RECORDER-READER 









SOLD AND SERVICED BY 


Belle Howell Burroughs 


MICROFILM EQUIPMENT 








“Burroughs” and ‘‘Micro-Twin" are trade-marks. 





of these periods by using the experi- 
ence factor contained in the job evalua- 
tion write-up. If the job calls for one 
month’s experience or less, we set each 
period as a week; if the experience re- 
quired. is three to six months, then each 
period is set as one month. 

Now to some of you, this might ap- 
pear as if we were making an apology 
for asking the employees to work much 
harder, but we don’t feel that way. We 
have found that the “break-in allow- 
ance” provides a sufficient incentive to 
allow the employees to get up to stand- 
ard by a gradual climb. It provides, if 
you will, a conditioning period that 
encourages rather than discourages the 
employees to try and earn a bonus. We 
firmly believe that this solution has 
enabled us to increase productivity at 
a much faster rate than would have 
been possible without these allowances. 

I mentioned earlier that we consider 
the transcribing installation as our 
most important, because it served as 
our classroom and laboratory. In addi- 
tion to helping us provide some of the 
solutions to our technical problems, it 
provided us with a clear understand- 
ing of human relations problems. 


Four human relations problems 


We found first that we faced four 
psychological problems which had to 
be solved before our office incentive 
program could be successful. These 
four problems are: 

1. Fear of the unknown, due to changes 
in work methods and the alteration of 
work routines. 

2. Resemblance to factory work, with 
its resultant loss of white collar “pres- 
tige”’ factor. 

3. Lack of sufficient motivation for 
earning higher pay. 

4. Objection to being watched. 

A great deal of time and effort was 
spent in arriving at the solution to 
these problems but, as we were able to 
later prove, it was well worth while. 

We had carefully selected the time 
study personnel making the installa- 
tion, and our approach to solving the 
first problem of fear was to take the 
mystery out of what we were doing. I 
have already described how we spent 
hours talking to employees, showing 
them how we took time studies, how 
we plotted our elemental times, and 
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how we arrived at our standard ele- 
ment time values from all our readings. 
We showed the employees how meth- 
od changes and alterations of work 
routines would make their work easier, 
and we consistently tried to sell them 
on giving the incentive program a 
good try. We found that once the fear 
was removed, changes were made more 
rapidly and without resistance, more 
cooperation was obtained while taking 
time studies in the plant. 

We found two solutions for the ob- 
jection to office work being made com- 
parable to factory work, one of these 
I have already mentioned—allowing 
employees to record their own start 
and stop times on each job. This 


‘ 


helped to provide enough “stimulation 


of pride” 
melted away. The other part of this 
solution was our ability to sell em- 
ployees on the idea that, for the first 


time, management had a true gauge 


so that most of this objection 


for measuring just how efficient each 
employee was. You would be surprised 
to learn that most office employees re- 
sent not being able to prove conclu- 
sively that they are good workers. An 
incentive plan provides the measuring 
stick for employees and supervisors. 

The third problem—lack of motiva- 
tion for earning higher pay—proved to 
be our real stumbling block. The mere 
fact of measuring an office job and 
offering to pay incentive earnings for 
performances above these standards 
is not enough. Most of the office in- 
stallations cover young girls who are 
not driven by the pressure of support- 
ing a home and, therefore, can afford 
not to drive for the extra money. Some- 
times an occasional girl will face a fi- 
nancial need and set out to get it 
through earning bonus. The biggest 
part of this problem, however, consists 
in conditioning the office employees to 
time measurements. I have already ex- 
plained how we developed our “‘break- 
in allowance” to help in this condition- 
ing and we found that, under such a 
plan, incentive earnings become a real- 
ity faster for most office employees. 
Once they realize that the task is pos- 
sible of attainment, there develops suf- 
ficient competition to insure the suc- 
cess of any office incentive plan. 

The fourth problem—that is, the 
objection to being watched—melted 
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== Wouldnt you 


Mr. Office Manager: This is the service for you! 


Employees and visitors know that freshly laundered 

cotton towels, smocks, and jackets improve health stand- 

ards. And when you subscribe to linen supply service, 

you increase efficiency as well. You have no investment, 

no inventory, no maintenance. Everything is furnished | 

and serviced by your local linen supplier, at low cost. i 

Dependable delivery and pick-up maintain a continuous 

supply of your exact linen requirements—large or small. 
Call your local linen supplier today. He’s listed in 

your classified directory under LINEN SUPPLY or TOWEL 

SERVICE—or write Linen Supply Association for free 

descriptive booklet. 


j 


*|'m passing the “word” along to your employees and visitors 
in the November 5th issue of the Saturday Evening Post! 


like to know!” 








In any business... Linen Supply is Good Business 
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now... 
erase errors 
magnetically 


as you DICTATE 


with the new 
Comptometer® magnetic 
dictation machine 


Here is the greatest improvement 
in dictation’s 68 year history! Dic- 
tate as easy as talking. Make an 
error—re-word a phrase? It’s no 
problem. Simply backspace and re- 
dictate the new or correct thought. 
It is recorded as the old erases it- 
self, magnetically. You’ll hand 
your secretary perfect dictation 
she will transcribe faster and better. 
Only magnetic dictation gives you 
this new freedom and simplicity. 


YOU ARE INVITED TO TRY THIS YEARS-AHEAD COMPTOMETER 
IN A FREE OFFICE TRIAL OR DEMONSTRATION 


RE-USABLE BELTS 
NEVER WEAR OUT 


Comptometer’s Erase-O- 
Matic belts, made from 
miracle Mylar*, can be re- 
used thousands of times—a 
tremendous economy fea- 
ture. They are renewed 
magnetically, in just three 
seconds, without removing 
from machine. 


HI-Fil VOICE 
REPRODUCTION 


Comptometer’s magnetic 
dictation means high fidel- 
ity —true, authentic repro- 
duction of your voice, 
making it easier to under- 
stand for faster, more per- 
fect transcription. 


*DU PONT'’S TRADEMARK 
FOR ITS POLYESTER FILM 








DICTATION'S GREATEST TRIUMPH! 





TODAY 


The amazing 
Comptometer 
Erase-O-Matic 
belt. Never wears 
1887 1939 1948 out, can be used 


indefinitely, er- 














The first dictation The first record First flexible 

machine with type dictation. plastic belt. A vere aan eee 
fragile wax cylin- Disadvantage: definite advance, magnereany. 
ders that had to costly, breakable, but still costly, we 

be re-surfaced. only one use. one use. me 








Comptometer Dictation Division 
Felt & Tarrant Mfg. Co. 
MAIL | 1712 Marshfield St., Chicago 22, Illinois 


COUPON Gentlemen: Without any cost or obligation 


please arrange: 
TODAY (-] FREE DEMONSTRATION 


[_] FREE 10 DAY TRIAL 
C] Send complete information 





NAME se oaeiticktialcileemaattain ; TITLE 
COMPANY 
ADDRESS 


CITY.. ones : COUNTY STATE 
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Combination 
Dictation-Transcription 
Machine 


The new Comptometer 
Dictation-Transcription Machine, 
the world famous Comptometer 
Adding-Calculating Machine, and 

the new Comptograph 10-key 
Calculating-Adding Machine 
are products of Felt & Tarrant 
Mfg. Co., Chicago 22, Ill. 





away after the group became accus- 
tomed to seeing a time study repre- 
sentative around the section. Again, I 
feel that much of the credit for this 
belongs to the time study men and 
their continued efforts to explain and 
sell the fairness of the incentive plan. 


What about non-incentive workers? 


After the group began earning bonus, 
we were faced with one other big ques- 
tion. That was, how to answer those 
who complained about the difference 
in take-home pay between those who 
work on incentive and those who do 
not. Our answer to these people is 
rather simple. No incentive plan, prop- 
erly engineered, is a giveaway program. 
Therefore, if some people take home 
more than others, it is only because 
they have honestly earned more. Un- 
der our plan, it is not easy to earn 
bonus, and those whe do earn it, can 
show superior productivity as the rea- 
son for those earnings. We use this 
same answer to disputes between in- 
centive and non-incentive groups as 
well as between individuals. In addi- 
tion, we have found that not all peo- 
ple either want to work on rates or 
are physically or mentally suited for 
this work. Where such a condition 
arises, we can often solve the problem 
of earnings by offering a transfer into 
the incentive group for those who have 
complained. If we do not have imme- 
diate openings we suggest that they see 
the Personnel department and _ get 
placed on the list for transfer to an in- 
centive group when openings occur. 

We have found that by presenting 
these facts to anyone who might feel 
that they have a grievance and, at the 
same time, offering them an opportu- 
nity to change if they see fit, most such 
complaints disintegrate into thin air. 


Handling management resistance 


We found that our biggest problem 
from management consisted of train- 
ing supervisors on how to handle a 
cure-all or a reflection on their super- 
visors look on incentive as either a 
cure-all or a reflection on their super- 
visory ability. We try to show them 
that a group under incentive trans- 
fers the drive to get work out from 
the supervisor to the employee. We 
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also try to show them the importance 
of pre-planning the work of their sec- 
tion, of eliminating peaks and valleys 
of work load, and the importance of 
training their employees in the best 
way to perform their jobs. 

A great many supervisors and top 
management people do not accept in- 
centives because they fear a lowering 
of quality in the efforts of the em- 
ployee to earn bonus. This is a per- 
fectly valid fear; however, .any well- 
engineered incentive plan must cer- 
tainly provide a means for maintaining 
quality to be effective. 

It is natural that many operations 
within the office routine provide their 
own quality controls, Certain figures 
from must tie in, and 
prove out with figures from other sec- 
tions so the quality must be main- 
tained or the figures will not agree. 


one section 


Installing quality control 


However, an office operation such as 
filing does not have any built-in qual- 
ity control factor and the use of sta- 
tistical quality control techniques often 
provides the means for keeping a check 
on the quality of the operation. 

Within our own experience, we had 
developed an incentive plan for a cen- 
tral files section and were about ready 
to install it when the supervisor insist- 
ed that we incorporate some method 
by which the quality of the filing could 
be determined. Our first step was to 
analyze the present filing and deter- 
mine the amount of error which al- 
ready existed. This we did by taking a 
number of files and checking them 
by hand. From this analysis we found 
that the error amounted to three quar- 
ters of one percent. It was agreed that 
this error was not excessive and it was, 
therefore, established as the allowable 
working error. From the statistical ta- 
bles we determined the lot size which 
must be sampled in order to check this 
percent of error. Using these quanti- 
ties another check was made of the 
files and the original percent of error 
was rechecked. When we showed this 
procedure to the supervisor, there was 
some doubt in her mind; however, she 
agreed to try it and has since found 
that it provides the necessary control 
at a minimum of time. 
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This question of quality in office 
work is one that can be solved by the 
application of common sense and using 
many of the lessons learned in the in- 
dustrial field. The problems and solu- 
tions are usually quite similar. 

With the proper penalty clauses for 
the lowering of quality built into the 
incentive plan it becomes then a simple 
matter for supervision to jack up the 
employee whose work has slipped. 


Tangible results are produced 


Since most of the problems and solu- 
tions evolved from our first installation 
in the transcribing section, it might be 
well for me to tell you now what the 
tangible been in this 
group. The section originally consisted 


results have 
of fifteen employees. ‘Today there are 
only eleven. The work load has been 
increased by about thirty-five percent. 
The productivity of the young ladies is 
up 45 percent and their average weekly 
earnings have increased 34 percent. 
This does not include their normal pay 
raises and general salary increases. We 
feel that this is a well-earned increase 
of which the young ladies can be 
proud. The net dollar savings, after 
deducting the installation, 
maintenance, timekeeping, and incen- 
tive earnings at present, amounts to 
$30,000 per year! 

It was only natural that our efforts 
in the transcribing section were very 
carefully watched by both employees 
and As the 
plan gradually began to pay off, more 


cost of 


management. incentive 
and more groups started to get inter- 
ested in having the plan installed for 
their own group. We were soon under 
considerable pressure to extend our ef- 
forts; so much so that we had to set up 
some system for planning our new in- 
stallations. We decided to go on the 
basis of “‘first come first served.” As 
each group requested that an incen- 
tive plan be set up for them, they were 
assigned a scheduled starting date. In 
this manner, we were able to plan ow 
work. It was also of considerable help 
meant that we were 
being invited to set up the incentive 
plan and our reception in each sec- 


to us because it 


tion was one of welcome rather than 
suspicion from the group. 
Now—seven years after the start of 


our first incentive installation, we have 
a total of 124 office employees working 
on direct measured incentives at our 
Stamford, Connecticut, home office and 
factory. This group represents just un- 
der 30 percent of the total of 450 of- 
fice employees. It is our hope, and our 
plan, that within the next few years 
we will be able to about double this 
number and have about half our total 
office employees on incentive rates. 


I know that, right about now, you 
are all wondering just how successful 
the program has been in reducing costs. 
Well, the annual savings from all of 
our office incentive installations now 
amount to about $120,000 per year, 
and this is after deducting the cost of 
installation, maintenance, timekeeping, 
and incentive earnings. This figure is 
certainly proof enough that office in- 
centive plans really do pay off. m/m 
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AN EDITORIAL 





What's with the ‘giant brains ? 


This magazine seldom indulges in off- 
hand editorial comment. This, therefore, 
is an exception. 

Two weeks ago, in Detroit, the Systems 
and Procedures Association of America con- 
vened for its annual International Systems 
Meeting. Two aspects of this annual affair 
are remarkable. First, many of the rank- 
and-file attendees are better informed busi- 
ness technicians than the men who address 
them. Second, these men come to partici- 
pate in Seminars and General Sessions— 
not merely to listen. 

This year, just as in 1954, Electronics was 
the critical subject. But, this time, there 
was a perceptible change in the attendees’ 
attitude. One speaker—a first-rank mathe. 
matician and one of the computer authori- 
ties in the world—drew his greatest audi- 
ence response by subtly lampooning the 
big thinking machines. 

So, it is reasonable to ask, “If the experts 
laughed, have the giant brains gone sour?” 
This magazine thinks the answer is “No.” 
But, quite apparently, the men in the best 
position to evaluate computer operations 
are taking a second look. 


The new approach 


The three statements quoted below seem 
to represent a consensus of the people con- 
cerned with electronics. Though not direct- 
ly related to one another, the three quotes 
can be pieced together to make a picture. 

“, .. We are confining most or our study 
to peripheral electronic equipment. We 
still need the big computer because our 
company is so big—but we have lowered 
our sights in acquiring hardware for the 
time being.” 

“, .. We are trying to educate our man- 
agement to drop the idea of a fast pay-out 
from reduced personnel. This is a repeti- 
tion of what happened when we first 
bought punch card systems. What you save 
on personnel, you pay for in machines. The 


pay-out comes from better management 
control, more information and full ma- 
chine utilization.” 

“... There’s nothing wrong with the big 
machines. The trouble is people. A high- 
priced television set doesn’t assure a good 
program.” 


The fraility is man-made 


The top procedures man for one of the 
country’s biggest firms pinpointed the 
problem in relating the experience of his 
own company. In 1950, he had a superb 
centralized methods staff. Then the com- 
pany committed itself heavily to electronics 
with decentralized control at distant loca- 
tions. Men were drawn from the central 
methods staff to supervise and man the 
new installations. In other words, the com- 
pany recruited its electronics men from 
within, since good men were scarce on the 
market. Unfortunately, not all of the men 
selected to handle the new machines were 
sufficiently mature to handle their assign- 
ments. The installations went sour. The 
machines have been blamed for the trou- 
bles that resulted. 

Still another attendee openly announced 
he was recruiting for his firm at the meet 
ing. This wasn’t news—last year, several of 
the big public accounting firms used the 
registration list as a “fishing pond” for 
men, But, again, this year the job specifica- 
tions were different. The recruiter put it 
this way: “Until recently, we were willing 
to consider any man with demonstrable ex- 
perience on electronic equipment. A fellow 
who had attended the IBM or Remington 
Rand schools was considered a good candi- 
date. Now we are digging for broad gauge 
systems men who understand both manual 
and machine methods. The hardware re- 
places clerks—not brains and planning.” 

This magazine agrees with this last state 
ment. The machines are only as good as the 
men who run them. m/m 
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HUMAN RELATIONS 





EDITOR'S NOTE: Unfortunately, much of 
the social research in human behavior ts 
working inde- 
Significant 
facts are often buried in long and highly 
In addition, many of 


being done by groups 
pendently of one another. 


technical reports. 
the researchers are reluctant to have their 
findings “popularized” by untrained ob- 
With these 
facts in mind, we have arranged with Dr. 
Donald A. Laird, an Industrial Psycholo 
gist, to collect and author this series of 
Human Research Studies. Dr. Laird was 
formerly head of the Psychology Depart- 
ment at Colgate University, Director of 
the Colgate Psychological Laboratory, and 
Director of the Ayer Foundation for Con- 
sumer Analysis. The numbers that appear 
in parentheses refer to source material 
texts. These are listed numerically under 
“Bibliography” 


servers who may distort them. 


on page 29. 


SE A | 
like “equalitarian,” 
“permissive,” or “authoritarian, 
tatorial,” and “restrictive” came into 
bosses were generally 
classified simply as either democratic or 


before terms 
“facilitative,” 


9? 


“dic- 
common use, 


autocratic. 

To which camp do most successful 
leaders belong? That depends. A good 
boss adapts his manner to the expecta- 
tions, short-range goals, or past leader- 
ship experiences of each work group. 
If any universal quality can be pinned 
to successful leaders, it’s flexibility. A 
good boss will generally manage to be 
the right thing to the right group at 
the right time. 

All workers decidedly do not prefer 
democratic leaders. Incidentally, in 
these studies at least, the democratic 
manner isn’t manifested by old clothes 
or mopping up gravy with bread, or 
even being a regular guy. Here ‘“demo- 
cratic” refers to bosses who give work- 
ers a sense of participating in setting 


Should bosses be 


“Democratic’ 


the goals and methods of their own 
groups. The democratic leader is not 
a do-nothing; he coordinates and un- 
leashes the best human forces which 
are found in a group. 

Is this, consistently, the most success- 
ful approach? Not necessarily, as these 
case studies will show. 


NATURAL LEADERS INAUGURATE MORE ACTION 





SELF-APPOINTED LEADER 


APPOINTED LEADER 


ARE “NATURAL’’ LEADERS 
» NECESSARILY AUTOCRATS? 


pparently they have to be, in order 
An elbow their way up. ‘This chart, 
showing how “natural” leaders inaugurate 
almost twice as much action as do ap- 
pointed ones, is based on a test made 
specifically to see just how natural lead- 
ers will emerge. 

Naval reserve officers of presumably 
equal calibre were divided into groups of 
four, some with designated leaders, some 
without. As observed through one-way 


glass and microphone pickup, — bosses 
quickly emerged in_ the _ leaderless 


squads. (3) Assuming that each of four 
men would inaugurate 25% of interac- 
tions, the chart shows the “born” boss 


well over his quota on four counts: 


Proposing action for others .... 59% 
Defending his proposals from attack 36% 
Expressing his opinion 38% 
Arguing with others ........ 39% 


The appointed leader, on the other 
hand, made proposals 37% of the time, 
but was under his allotment as an indi- 


? 


vidual on the other three points. 

Interestingly, crew members’ attitudes 
changed toward the natural leaders once 
they were recognized as such. The men 
resented being ‘‘stampeded.” 

How does the difference between ap- 
pointed and natural leaders show up in 
business? Small conference groups work- 
ing on sales methods, safety programs, etc., 
have been analyzed by Dr. Irving J. Lee. 
Of 143 conference leaders studied, 53% 
clearly inclined toward autocratic methods 
—which may reflect a tendency in the past 
toward the success of the self-elected boss 
in business. (9) 

Other researchers have revealed that 
the bossy leader couldn’t see much dif- 
ference between dictatorial and democratic 
methods. The autocrat may not know 
that he is one. (6) 


WHY DON’T ALL WORKERS 
» PREFER DEMOCRATIC BOSSES? 


|: depends on their background and 
training; some workers are confused, 
bewildered, even feel they have been set 
adrift, by the democratic boss’s seeming 
lack of authority. Three different atti- 
tudes toward democratic leadership are 
demonstrated by studies among clerks, un- 
skilled laborers, and semi-skilled workers. 
In his survey, Dr. Daniel Katz 
studied routine office workers in an $11 
billion firm. Most of the clerks were girls, 
unmarried high school graduates, and on 
the average, 25 years old. All the bosses 
of the high-producing office behaved in a 
democratic manner: they talked things 
over with the workers before making de- 
cisions; tried to win cooperation rather 
than issue orders; and generally disap- 
proved of the caste system in company din- 
ing rooms. Their methods and attitudes 
produced a climate which made it easier 
for employees to work without feeling 
humiliation, resentment, or hostility. (7) 
Clerks in this democratic atmosphere 
shared common goals. When one caught 
up on her work, she turned to help an- 
other—which actually boosted over-all out- 
put. In the 12 low-producing offices, 
where only one-third of the supervisors 
were considered democratic, production 
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fell. The autocratic bosses were inclined 
to give blunt orders; supervise closely 
(“breathe down our necks"); enforce rules 
strictly; drive for more production, and 
do the planning themselves. ‘Their work 
ers were given tasks, rather than com 
monly-shared goals. 

Leaders who drive for more output in 
autocratic ways often create a vicious Cy- 
cle: the harder they push for production, 
the more unfavorable the climate becomes. 
This lowers production a little, so they 
put on still more pressure—which ushers 
in another cold front and drops produc 
tion a bit further. 

On the other hand, among unskilled 
workers in this same company, autocratic 
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leadership got better production! Perhaps 
workers with years under dictatorial com- 
mand have become so accustomed to being 
pushed, it’s the only way they can func- 
tion. When placed under a democratic 
boss, these unskilled crews grew  bewil- 
dered, were unable to use initiative. 

Semi-skilled railroad laborers illustrate 
still another situation where a democratic 
climate was not more productive. 

These work gangs consisted of men, 
married, averaging 40 years of age, with 
no high school education. ‘They averaged 
20 years’ work experience, in contrast with 
five years for the office clerks. Output 
of these railroaders was not related to the 
democratic or autocratic climates. (8) 
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EMPLOYEE SATISFACTION WAS GREATER 
UNDER A PERMISSIVE BOSS 





RESTRICTIVE 


DEMOCRATIC 


3. 


rom the individual boss’s point of view, 

morale is not only a matter of how the 
workers under him react—it’s how his su- 
periors interpret his atmosphere. 


Take the case in the chart of two iden- 
tical government departments in which 
professional people all did similar, highly- 
skilled work. Members of the department 
under a strict, red-tape loving boss said 
they were unhappy, avoided even the 
necessary personal contacts required by 
work, and felt production wasn’t good. 

The others, under a permissive, demo- 
cratic chief, enjoyed the intra-depart- 
mental contacts, even carried them over to 
after-hours socializing, were more satisfied 
with their work, and thought their pro- 
duction was better than average. (14) 

Yet the bigger chiefs, 3,000 miles away 
in Washington, got the impression that 
the restrictive boss had the better depart- 
ment. Washington was more favorably 
impressed when the red tape they promul- 
gated was visibly enforced! 

So far as the direct cause-and-effect of 
permissiveness on morale is concerned, 
these and other studies suggest that results 
are good. On the other hand, it has 
been found that a restrictive climate not 
only makes workers feel frustrated, but 
nurtures cliques, gossip, and rumors. (1, 4) 

Increased growth of private businesses 
adds to the danger that they, too, can be- 
come rule-ridden bureaucracies with heavy 
pressures on bosses to act as watchdogs 
of more and more regulations. 


4. 


hile the preceding study showed 

morale and productivity rising concur- 
rently under the permissive boss, this one 
proves that the two do not necessarily 
go together: productivity can increase un- 
der a worker-centered leader without any 
appreciable lift in morale. 

What is a worker-centered boss? He’s 
the one who worries about possible ill- 
ness or accident when an employee is ab- 
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EMPLOYEE-CENTERED 1 WORKER-CENTERED 
BOSS BOSS 


sent, in contrast with the production-cen- 
tered type who, under the same circum- 
stances, is more concerned that the de- 
partment is falling behind schedule. 

Among 24 offices at the headquarters 
of a large company, 37% of the first-line 
bosses were clearly worker-centered, and 
33% were production-centered. The rest 
could not be classified. This chart shows 
that, in the high-producing offices, almost 
all of the classifiable bosses were worker- 
centered. In the low-output offices, scarce- 
ly one-third were classifiable as worker-cen- 
tered. (7) Productivity among blue-collar 
railroad workers was found to be affected 
similarly—though not as markedly as in the 
case of their white-collar group. (8) 

Why is production helped when the boss 
focuses more on the worker than on the 
details of the work? The “parental atti- 
tudes” of the worker-centered supervisor 
seemed to motivate the employees to work 
harder. The climate encouraged the feel- 
ing among the clerks that they were more 
than cogs in a machine, and apparently 
increased their aspirations to do things. 

On the other hand, worker-centered 
bosses did not have as good a gain in 
worker morale as in production. Among 
the office workers charted, morale was de- 
termined by their satisfaction with pay, 
job status, and the firm in general. (15) 

This apparent contradiction is looked 
upon as a result of the workers having 
higher personal aspirations in a worker- 
centered climate. As individual goals 
were set higher, the clerks produced more 
in the hope of winning higher status. 
Their dissatisfaction was considered due 
to more ambition. 

Whether or not an office has a worker- 
centered climate depends to a large extent 
upon the style of top brass. When the 
bigger boss shows personal interest in his 
immediate subordinates, they in turn will 
instinctively copy his approach among 
their workers. (11, 13) 
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paradoxically even high wage rates, have 
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SIX CHARACTERISTICS EVERY GOOD LEADER SHOULD HAVE 


While a leader’s success is measured by the peculiar standards of his 
group, all groups, no matter how divergent, share a strong urge to progress 


toward a common goal. 


Whether the goal is approved by the company (i.e., reducing scrap), or 
is downright antagonistic (holding down output) can be influenced by the 
leader—and determine his worth. He sets the climate, which, in turn, influ- 
ences the nature of the group’s self-developed goal. 

The successful leader creates a climate which makes the followers’ goals 
clearer and more personal. Moreover, the rank-and-file sense, that he is 
helping them reach these goals. Dr. John K. Hemphill analyzed the 
methods of 500 leaders. His comparisons between the 365 successful leaders 
and the 135 failures point. up six characteristics which seemed to get the 


best results everywhere. (5) 


Significantly, such qualities as ability to make quick decisions were not 
as important as these, which focused on mobilizing the mental and social 
forces within the group, so that members will be motivated to work toward 


agreed-upon goals: 


I1—Set group goals WITH the 

members 
“Our boss asks our opinion fre- 
quently 

. talks over changes with us 

. uses some of our suggestions 

. tips us off to things that are cooking 

. holds frequent group confabs on 
work problems.” 


2—Help them REACH the group 

goals 
“Our boss gives us help when we 
need it 

. shows he is proud when we do 
a good job 

. can help us on the technical de- 
tails of a new job 

. listens to complaints, and_ takes 
care of them promptly 

. sees that we have good equipment 
and materials on hand when we 
need them.” 


3—COORDINATE the members 

“Our boss delegates authority 
wisely 

. lets us help one another 

. gives us all a chance at choice jobs 
—no favorites 

. lets us know each job is important 

. helps us work out things together.” 


4—Help members FIT INTO THE 


5—INTEREST IN THE GROUP— 


.. does not stand between us and 


6—"'Human-ness' 


GROUP 
“Our boss understands the way 
we feel about things 

. is good at seeing that the right 
people work together 

. makes me feel at home with the 
crew 

. takes a personal interest in us 

. gives me a chance to do the work 
I do best.” 


| WY 


Fis 


not self 
“Our leader is usually pulling for 
us 


A /| 


the company 

. is good at getting us overtime, 
transfers, and changes 

. gives us sincere answers, and no 
run-around 

. will stick his neck out for us.” 


“Our leader is easy to see and talk 
to 

. Is reasonable in what he asks, and 
in enforcing rules 

. is available to talk over personal 
problems 

. gives us a pat on the back when 
we do a good job 

. makes us feel that we know him 
well.” 








methods 













are your employees diamonds in the rough? 





You have every right to be proud of your 





staff—so why not show clients and customers 
by placing employees in surroundings that say: 


“These are valuable people.” 





And there’s no better starting point 


than Royal professional furniture. 








Look at the executive and 
secretarial chairs shown on this page 


... they’re made for V.I.P.s, your V.I.P.s. 
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profess tonal 


furniture 


RoyaL METAL MANUFACTURING COMPANY 


175 North Michigan Avenue « Chicago 1, Illinois 
Offices and plants from coast to coast 








No. 1210 Executive Chair 

The seat of good judgment...designed for a 
man of impeccable good taste. Large seat and 
back are firmly molded with 6” of foam 
rubber—upholstered in rich  Royal-Point 
fabric. Seat is flexible...raises, lowers and 
swivels at any height. Back is also adjustable. 
Plastelle enamel finished frame is ruggedly 
constructed. Internal mechanism crafted with 
watch-like precision. 


Look to 





No. 1250N Executive Chair 


Here’s a chair that heralds the position of 
every V.I.P. Built for man-size comfort, the 
wide, richly padded seat and adjustable free- 
floating back is tailored to perfection. Coil 
spring seat raises from 17” to 23”. All 
welded square tube frame is as strong as 
steel...features convenient island type base. 
Neatly upholstered armrests. 





Royal Metal Furniture Company, Dept. 311 
175 No. Michigan Ave., Chicago 1, Illinois 


Please rush me the new illustrated folder on your 


distinctive line of executive chairs. 


Name___ 





Address 





City_ Sl 


(Circle 600 for more information) 


No. 1230N Executive Chair 

With dignity and masculine simplicity, Royal 
has crafted this streamlined executive chair. 
24 unit hourglass coil spring seat is lavishly 
padded and mounted on all-welded steel 
frame. Tilt and swivel mechanism is adjust- 
able for personalized contour comfort. Sturdy 
island base complete with rubber kick-plates. 
Upholstered arm rests are poised on Plastelle 
finished frame. 


professional furniture 


1276N Posture Chair 


Royal’s deluxe posture chair was designed to 
promote top efficiency through healthful con- 
tour comfort. Shaped backrest is mounted on 
sturdy steel upright for back support and is 
adjustable 4 ways. 244” thick foam rubber 
seat can be raised from 17 to 23 inches... 
swivels at all heights. All welded steel base 
finished in Plastelle enamel. 





L 


No. 1265N Secretarial Chair 

Smart styling with comfort where it counts... 
in foam rubber seat and 4-way adjustable 
backrest. Generous seat capacity gives full, 
firm support to stout or petite worker. Back- 
rest is mounted to compression action that 
follows every body movement. Steel frame 
finished in attractive Plastelle enamel. Sturdy 
base features molded rubber scuff guards 
and ball bearing casters. 


designed to facilitate modern business 
in form... function... and economy. 





9O0ON Arm Chair 


A matching companion piece to No. 1230, 
this model was designed to complement a 
distinctive decor. All welded steel frame ac- 
centuates the neat upholstery of Super Tuftex 
..a guaranteed vinyl plastic fabric. Seat, 
featuring coil spring, is fully padded along 
with backrest. Complete with upholstered arm 
rests. Overall dimensions: 21” x 2314”. 


No. 913-N Side Chair 

A matching side chair of fine quality. All 
metal, all welded square tubular steel frame, 
with leg braces for extra strength. Up- 
holstered, replaceable flex-spring seat. Note 
flared legs, which protect back from marring 
wall. Seat, 1644” x 16”; back, 14” x 10”; 
overall, 1614” x 1934”. Plastelle enamel finish. 





METAL FURNITURE SINCE ‘97 


ROYAL METAL MANUFACTURING COMPANY »* 175 No. Michigan Ave., Chicago 1, Ill. 


Factories: Los Angeles + Michigan City, Ind. « Plainfield, Conn. « Warren, Pa. « Walden, N.Y. 
Southfields, N.Y. « Galt, Ontario 
Showrooms: Chicago « Los Angeles « San Francisco « New York City 


Authorized dealers everywhere 








SATISFIED CREWS HAD FEWER ABSENCES 





DISSATISFIED WORKER 


SATISFIED WORKER 


been considered as reasons why workers 
play hookey from their jobs. Analyses of 
actual operational situations now point up 
that human relations factors count heavily 
in motivating a worker's “steadiness.” 
Take, for example, this study—by Drs. 
Floyd Mann and Howard Baumgartel (12) 
of blue-collar workers, who installed and 
maintained overhead transmission — lines 
for a large utility. 

Pay, equipment, and other tangible ar- 
rangements were similar for all the crews 
compared, Their absenteeism rates dif- 
fered radically. This chart demonstrates 
the differences in climate among the 
crews studied. <All differences shown in 
the study were greater than chance would 
produce. Let’s examine the comments of 
the crew to identify some operational ob- 
jectives of human relations style of leader- 
ship that appears to lower absenteeism. 

“T feel Iam really a part of the crew,” 
reflected the leadership objective of help- 
ing each worker to fit into, and be ac- 
cepted by, the work group. The linemen 
who “felt they belonged” had a record of 
less absenteeism. 


“Our foreman usually has time to talk 
over our personal problems,” indicated a 
worker-centered “humanness” on the part 
of the boss. He was not aloof. 


“Our crew has lots of team spirit,” in- 
dicated coordination of the members, as 
well as group congeniality. 

“Our crew is better than others at get 
ting things done,” highlighted the func- 
tion of inspiring, as well as coordinating, 
workers for group goals. 

“IT like my work a lot,’ hinged upon 
practically all the leader’s functions. 

“My job gives me a good chance to do 
the things I can do best,” emphasized the 
objectives of fitting into the group, and 
coordinating members. 

“Our foreman practically never has 
group discussions,” was related (negative- 
ly) to the functions of inspiring the work- 
ers for group goals, and to interest in the 
group rather than self. 

In short, the climate which motivated 
the linemen to be steadier on the job was 
one that gave them more opportunity to 
take part in setting work goals and plans. 
Work was often as satisfying as fishing. 
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The old-fashioned way to try to cut 
down absenteeism was to apply pressure 
and penalties. It is now apparent that 
such drives have only short-term benefits. 
They do not change the climate, which 
is the only way to motivate a lasting im- 
provement among workers. 
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Only with versatile 


XEROGRAPHY 


can you make masters for all these duplicating processes 
OFFSET e SPIRIT’ ec DIAZO 


XEROGRAPHY— 
the one, 
all-purpose, fast, 
economical process 
for copying 
subjects like these 
onto masters for 
duplicating by 
offset, spirit or 


diazo. 


New developments in xerography 
make it the one, all-purpose, fast 
and economical process for copying 
anything written, typed, printed or 
drawn, onto different types of mas- 
ters for duplicating. 

Now you can copy subjects like 
those shown above onto offset paper 
masters, pre-sensitized positive 
working metal masters, spirit® (or 
other fluid-type masters), translu- 
cent masters, by this versatile, photo- 





12h seen sasesrees 


exact, dry electrostatic process. 

Versatile xerography provides the 
solution to your copying needs. 
Original copy can be enlarged, re- 
duced or made same size. Masters 
can be made from opaque originals 
or from copy on both sides. Only 
with XeroX® copying equipment 
can you prepare masters for many 
types of duplicating with one quick, 
economical process. 


W R IT for “proof of performance” folders showing how xerography is saving time 
and thousands of doliars for companies of all kinds, large and small. 


THE HALOID COMPANY 


55-11X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 


The fastest, cheapest, most versatile way to make masters for duplicating 








(Circle 591 for more information) 
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@ Think of 


your back 
\ we! we dh! 


Ask your Sturgis 
dealer for a free 
trial of Model 
Number 1885-G. 





Back CONSCIOUS? we had you in 
mind when we developed this new 
chair. Its oversize back, 19’ x 18” 
x 5144", and comparable seat are 
cushioned with molded foam rub- 
ber over springs. The soft back pam- 
pers your spine and adjustable 
spring tension cradles you in com- 
fort all day long. Standard equip- 
ment includes our famous fiber 
glass base which is noiseless, self- 
leveling and absorbs punishing 
scuffs and bumps without disfigure- 
ment. Accept a free trial and let 
your back feel the difference. 


oo 


Manufactured in Sturgis, Mich. and Charleston, S. C. 
The Sturgis Posture Chair Company, Sturgis, Michigan 
Vine STURGIS POSTURE CHAIR COMPANY | 
General Sales Offices, 154 E. Erie St., Chicago 11, Illinois 
| We'd lirxeacopy of your illustrated | 
i folder on chairs with fiber glass bases. (9) | 


| 
Name. 
I 


| Firm Name 











Address. 


(Circie 625 for more information) 





by Paul Brower 
Advanced Underwriting Specialist 
Mutual of New York 


Wives 


Most men make the 


Taxes 


mistake of planning 


to die before their wives 


Dollars 


ees | f a man has an estate, 
a wife, and a family, he ought to re- 
examine the old adage that “two can 
live as cheaply as one’’—because it may 
cost him double if his wife should die 
before he does. How come? Well, as a 
starter, we might begin with the work- 
ings of the tax law—considering both 
estate taxes and income taxes. 

From the estate tax point of view, 
the man who is survived by a wife can 
look to the possibility of having a sub- 
stantial part of his estate escape the 
estate tax at his death. The marital 
deduction provision takes care of that. 
From the income tax point of view, 
the man who has a wife can enjoy sub- 
stantial income tax savings during his 
wife’s lifetime. The right to file a joint 
income tax return and split income 
takes care of this point. 

From taxes, let’s move over to dol- 
lars (in another form) and consider the 
increased cost of raising a family when 
the mother (and wife) is not in the 
picture. Following are some reasons 
why the man with an estate, a wife, and 
a family, should make some plans now 
to meet the requirements of living and 
dying without a wife. 


The tax cost of dying 


For Federal estate tax purposes, we 
start with the gross estate. That, in 
broad outline, means the total value of 
all the property which an estate owner 
has the right to pass on to others. The 
next thing we come to is what the law 
calls the adjusted gross estate. This is 
in the law primarily for the purpose 
of determining the amount of estate 
values which can be passed to a sur- 
viving spouse under the marital deduc- 
tion provision. This allows an estate 
owner, under prescribed circumstances, 
to pass up to 50% of adjusted gross 
estate, so that it escapes taxation in his 
estate. Adjusted gross estate is found 
through this piece of subtraction: Gross 
Estate less Debts, Funeral, and Adminis- 
tration Expenses, leaves Adjusted Gross 
Estate. Then, to determine the taxable 
estate (the figure on which the estate 
tax is imposed), we further subtract 
certain allowable deductions, including 
the $60,000 exemption which is avail- 
able to all estates. 

Let’s say that the adjusted gross 
estate including the family home, a 
business interest and other assets, comes 


to $200,000. If our estate owner makes 
maximum use of the marital deduction, 
we come up with a figure of $100,000. 
Subtract the $60,000 exemption, and 
we find ourselves with a taxable estate 
of $40,000 -— which means a Federal 
estate tax bill of about $4,800. 

But, ordinarily, there’s more to the 
cost of dying than just the estate tax 
bill. In an estate of this size, adminis- 
tration expenses, funeral expenses, un- 
paid real estate taxes, and income taxes, 
as well as state inheritance taxes, could 
quite readily bring cash needs for the 
estate to approximately $15,000. 

Just recently an estate Owner com- 
pleted an estate planning job, based 
on the assumption that he would die 
first, refusing to recognize that his wife 
might predecease him. He was wrong. 
Let’s see how such a planning error 
might affect our typical estate owner, 
from the point of estate tax. 

Without the marital deduction, he 
now finds himself with a taxable estate 
of $140,000 ($200,000 less $60,000 gen- 
eral exemption). When he dies this will 
mean a Federal estate tax charge of 
over $30,000, as compared to the less 
than $5,000 for the man who left a 
wife and made maximum use of the 
marital deduction. By establishing a 
plan which failed to consider all the 
probabilities, our typical estate owner 
has subjected his dependents to a loss 
of over $25,000, in Federal estate taxes 
alone. If someone were to suggest to 
our man that he throw away over 10% 
of his estate assets, would he do so? 
Clearly not—yet such a loss can result 
from his failure to plan completely. 

Today, many estate owners through- 
out the country are taking a simple, 
but effective, step. They are insuring 
the lives of their wives. If the wife 
dies first, the husband receives the 
life insurance proceeds and 
away.” Thus, at his subsequent death, 
his executor will have additional dol- 
lars which can be used towards taxes 
or other cash requirements. 

This means that more of his prop- 
erty is likely to pass to his children, 
as he intended, because the extra dol- 
lars will be there to offset the extra 
impact of the heavier tax that develops 
when there is no surviving spouse, and 
hence, no marital deduction. Wife in- 
surance has its real place in planning. 

(cont’d page 32) 
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NOW IN 
33 CITIES 


AKRON, OHIO 

608 Metropolitan Bidg., FR. 6-3512 
BALTIMORE, MARYLAND 

22 Light St., MU. 5-3195 

BATTLE CREEK, MICHIGAN 

614 Post Bldg., WO. 2-8486 


BUFFALO, NEW YORK 
291 Delaware, MA. 2252 


CINCINNATI, OHIO 
1022 Union Central Bldg., MA. 1-3436 


CLEVELAND, OHIO 
682 The Arcade, TO. 1-1991 


COLUMBUS, OHIO 

85 E. Gay St., CA. 1-7176 
DALLAS, TEXAS 

1201 Davis Bldg., RA. 3981 


DAVENPORT, IOWA 
707 Kahl Bidg., 6-1623 


DES MOINES, IOWA 
402 Kresge Bldg., 2-8254 


DETROIT, MICHIGAN 

649 Free Press Bidg., WO. 3-9510 
FORT WAYNE, INDIANA 

206 Strauss Bidg., EA. 5869 

FORT WORTH, TEXAS 

207 Danciger Bidg., FA. 2535 
GRAND RAPIDS, MICHIGAN 
334 Keeler Bldg., 9-3215 
HOUSTON, TEXAS 

501 State National Bldg., CA. 2-7785 
INDIANAPOLIS, INDIANA 

806 Guaranty Bldg., ME. 5-4400 
KALAMAZOO, MICHIGAN 

122 W. South St., 5-4247 


KANSAS CITY, MISSOURI 
1750 Dierks Bidg., BA. 9229 


LOS ANGELES, CALIFORNIA 
606 S. Hill St., TUCKER 8880 


LOUISVILLE, KENTUCKY 

652 S. Second St., CL. 5875 
PHILADELPHIA, PENNSYLVANIA 

1501 Walnut St., RI. 6-1322 
PITTSBURGH, PENNSYLVANIA 

1202 First National Bank Bidg., EX. 1-3223 


PORTLAND, OREGON 

229 Park Bidg., CA. 2-2332 
ROCHESTER, NEW YORK 

715 Sibley Tower Bldg., BA. 1315 
SAN ANTONIO, TEXAS 

824 Transit Tower, CA. 4-5691 
SAN FRANCISCO, CALIFORNIA 
703 Market, SU. 1-0265 


SAN JOSE, CALIFORNIA 
38 W. Santa Clara, CY. 7-5768 


SEATTLE, WASHINGTON 
1331 Third Ave., SE. 5959 


ST. PAUL, MINNESOTA 
E809 First Nat'l Bank Bldg., CA. 4-1500 


SYRACUSE, NEW YORK 
809 Syracuse-Kemper Bldg., 3-2102 


TACOMA, WASHINGTON 
915 Pacific Ave., MU. 3500 


TULSA, OKLAHOMA 
616 S. Main, LU. 5-5830 


WASHINGTON, D. C. 
711-14th St., N.W., ST. 3-5448 
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Need temporary office help? 


Call today-get a Kelly Girl tomorrow 


Across the country, in offices large and small, 
Kelly Girls have been tested, bonded, and 
insured so that they can be offered to you on 
a satisfaction guaranteed basis. 

They'll work for a day, a week, a month, a 
year—whatever it takes to help you out dur- 
ing business peaks, sick leaves, or vacations. 
Some Kelly Girls are strictly typists. Others 
are stenographers, file clerks, switchboard 
operators, comptometer operators, reception- 
ists, or general office help. 


All are tested first so that when we send them 
to you, they’re guaranteed to satisfy. Too, 
they’re bonded and insured. 


It’s so easy and so economical to add Kelly 
Girls to your present staff—whether you need 


RUSSELL KELLY 


HEADQUARTERS: FREE PRESS 


one or dozens. Just call and describe the job 
you want done. They'll be there as soon as 
tomorrow morning—or you can order them 
in advance for anticipated periodic over- 
loads. When they’re through, you simply sign 
a time slip. Your problems have been solved. 
without the cost or trouble of testing or 
screening. There are no fringe benefits to 
worry about. We invoice you only for time 
worked. 


Want more information? Just call or write 
your nearest Russell Kelly Office Service for 
literature. You will find us courteous, experi- 
enced personnel people who want to help you 
any time you have a need for temporary help. 


OFFICE SERVICE 


BUILDING, DETROIT 


“Temporary Business Women to rbssist Susinessmen 


(Circle 650 for more information) 
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NOW YOU CAN 


(OR TAKE 3 YEARS TO BUY) 











Rav Avo oe RAR 


America’s Finest New Dictating Machine 
GRAY AUDOGRAPH V. 


This brilliantly-styled new Gray 
Audograph V makes dictation easier, 
more automatic than ever! Even if you 
write only three letters a day, you actu- 
ally save more than it costs you under 
Gray’s new monthly payment plans. 


Just pick up the slim Full Control 
Microphone, of lightweight nylon plas- 
tic. Forget the machine as you dictate — 
all its operations are under your thumb! 


Then listen back, and hear your voice 
in Gray’s exclusive new True Fidelity 


GRAY 


Individual, Network and 
PBX Dictation Systems 
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(you’ll learn why secretaries prefer 
Audograph, too). 


Do you want to record your telephone 
calls, conferences, speeches? Then no- 
tice how Audograph’s new Automatic 
Voice Leveler equalizes near and dis- 
tant voices for perfect recording. 


But with all these advances — and 20% 
lighter weight — you'll find no sacrifice 
of Audograph’s famous dependability. 
And you still get the exclusive advan- 


tage of reusable plastic discs in 20, 30 
and 60 minute sizes! 


The cost? Whether you rent or buy, a 
combination recording-transcribing 
unit, complete with accessories and 
guaranteed maintenance, costs you only 
$15.45 a month. (No deposit—no down 
payment.) Separate recorders, tran- 
scribers, and network dictation phones 
cost even less. Why wait? Mail the 
coupon today! 


The Gray Manufacturing Company 
521 Fifth Avenue, New York 17, N. Y. 


Send me illustrated booklet on the new Gray Audograph V — with 
details on your new Lease-Purchase Plans. 

















(Cirele 590 fur more information) 
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The tax cost of living 


Our income tax setup provides an- 
other reason for wife insurance. With 
a wile in a picture, a taxpayer can save 
a substantial number of income tax 
dollars through the split income, or 
community property features of our 
tax law. Let’s assume our man has a 
taxable net income of $24,000: 


Tax liability if wife is living. . $6,800 
Tax liability if wife isn't living 9,560 
Additional tax with wife out 

of the picture , 2,760 


In ten years, living without a wife 
increases the income tax load to the 
tune of a $27,600 total. 

If a taxpayer can qualify as a “head 
of household’’—after his wife’s death 
—his income tax liability would come 
to $8,180 a year, or 51,380 more pe 
year than when his wife was living. 
Over a ten-year period, this additional 
liability comes to $13,800. 

In our typical estate owner situation, 
if the wife should predecease her hus- 
band, with the further assumption that 
there will be at least one minor child 
to be cared for, we can estimate an 
additional charge for: 


Estate Taxes oe _. $25,000 

Income Taxes .._. er 14,000 
(head of household) 

Child Care ..... 15,000 
($30 per wk. for 10 yrs.) 

Total additional costs $54,000 


Our typical estate owner would find 
himself in an income tax bracket of 
roughly 40°%. If he were to try to 
establish or set aside the additional 
$54,000 that will be required if his 
wife should predecease him, he would 
have to gross over $90,000. Not an easy 
thing to do these days. 

It takes a lifetime to accumulate an 
estate. It takes a far shorter time to 
plan its preservation. If an estate own- 
er fails to take timely and needed 
action, through the protection of wife 
insurance, and his wife should pre- 
decease him, it could mean that he 
might just as well have lost, or had 
stolen from him, or given away, a most 
substantial portion of his estate values. 
In the light of today’s economic cir- 
cumstances, the wife plays the key role 
in the estate preservation picture, and 
no man with a substantial estate can af- 
ford to overlook the part she plays. m/m 
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WHAT HAPPENS WHEN 


Acquired’ management 


RESISTS A NEW OWNER 


A step-by-step report on a difficult integration problem—and how it was eventually solved 


Editor's Note: Here is an unusual "behind 
the scenes" report on what happened 
when an expanding firm acquired a 
smaller company by out-right purchase. 
It will serve as an example—though per- 
haps an atypical one—of the acute man- 
agement problems inherent in mergers. 


CEE Ven the Dana Cor- 
poration purchased the Atwood Clutch 
Company of Auburn, Indiana, in 1947, 
they acquired not only a new line of 
products, but also the many problems 
accumulated through years of misman- 
agement. A poorly organized operating 
management, a recalcitrant employee 
group, and a poor community relation- 
ship were the major obstacles that were 
facing the new owners. 

After a thorough investigation, Dana 
introduced a program aimed at resolv- 
ing these many difficulties and starting 
the plant on the road to a healthy eco- 
nomic position. The program was root- 
ed in an incentive plan for production 
employees. For three years, Dana un- 
successfully tried to sell the plan to 
employees and the holdover manage- 
ment, but both of the groups consist- 
ently resisted it. 

The situation was finally resolved 
after a two-month strike in 1950. After 
failing to negotiate a settlement, Dana 
decided to remove all the production 
machinery from the plant and close it 
permanently. One evening, a fleet of 
trucks was despatched to Auburn to 
When em- 
ployees and union officials learned of 


accomplish this mission. 


it, they realized that unless they ac- 
cepted the proposed wage plan, they 
would all be out of jobs. They con- 
tacted Dana management and accepted 
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terms necessary to forestall the close- 
down. A full-scale settlement between 
union and management, incorporating 
the incentive plan, followed. 


Plant management's shortcomings 


The most important deterrent to 
successful operations was the malfunc- 
tioning plant management which Dana 
found in control when it took over in 
1947, It was not soundly organized and 
its personnel policies were wasteful. 
For example, Dana found that the gen- 
eral manager was essentially competent 
in his production and sales duties, but 
was inadequate in management and or- 
ganizational ability. 

The previous management had oper- 
ated a day-work incentive plan for em- 
ployees. This scheme was supposed to 
reward employees for high productiv- 
ity through increases in their day-work 
rates. However, management operated 
the plant on the principle that low pay 
for both factory and supervisory em- 
ployees saved money for the company, 
and placed it in a more competitive 
position. ‘They found a method of car- 
rying out this philosophy to an ex- 
treme by reducing the day rates for 
supposed inefficiencies, but were never 
able nor willing to give the men a rea- 
son for doing so. This day rate reduc- 
tion defeated the incentive of the plan, 
because regardless of increased produc- 
tion, employees ended up with the 
same pay in their envelope. 

When Dana took over, the old man- 
agement team was allowed to remain. 
It was felt that no management could 
fail to recognize and correct the ob- 


vious deficiencies. Dana’s own inter- 


nal personnel policy was extremely tol- 
erant of employee failings, and this 
attitude carried over to the Auburn 
However, the Auburn 
management did not take advantage 
of this opportunity to reorganize, and 


management. 


place their plant on a sounder operat- 
ing basis under the new owners. 

Dana presented plant management 
with a complete revitalization program. 
This included an improved organiza- 
tion, with clear-cut definition of re- 
sponsibilities and duties. A completely 
revised plant layout provided straight- 
line flow of materials, continuous pro- 
duction operations using conveyor sys- 
tems, and improvement of materials 
handling and storage was proposed. 

Dana also called for the establish- 
ment of new procedures for control, 
further definition of required opera- 
tions, adequate accounting division 
support, proper reporting of manufac- 
turing costs, proper evaluation of in- 
ventories, proper personnel records and 
procedures, and an active management 
and employee training program. 

In most of these plans, the holdover 
plant management “dragged its heels” 
for three years. ‘Their opposition was 
passive. They took some of the steps 
proposed by the parent corporation, 
but without any enthusiasm, expectan- 
cy, or desire for success. They never 
seemed to recognize conditions in the 
plant as they really existed. 

The best example of the holdover 
management’s attitude was in its han- 
dling of the Dana-proposed incentive 
system. This was the issue which domi- 
nated the three-year controversy and 
which finally brought about the strike. 
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Send for free illustrated catalog. 


For a surprisingly low cost you can 
get the same high-efficiency mail han- 
dling equipment that’s used by the 
majority of post offices . . . CORBIN 
Mail Handling Equipment. CORBIN 
assures you efficiency and economy 
right down the line, First; buying 
direct saves handling costs. Second; 
fine wood construction gives you gen- 
erations of use — free from rusting, 
scaling, or pitting. Third; CORBIN de- 
sign, based on years of experience in 
mail handling problems, eliminates all 
waste motion... saves you time. 

It will pay you to get complete de- 
tails on all the advantages of CORBIN 
Mail Handling Equipment. Mail cou- 
pon for free illustrated catalog. 


® 





Corbin Wood Products Division, Dept. MF. 
The American Hardware Corporation 
Hornell, New York 


Please send me your free illustrated catalog 
of Corbin Mail Handling Equipment and 
other Corbin Wood Products. 
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Go Ahead, Mister—It's Your Dough! 


If you’re satisfied to literally throw money out the window . . 
keep right on with those antiquated paperwork methods. 

What do we mean? Just this! If your paperwork procedure is a 
conglomeration of different forms—a succession of typing and 
retyping operations, then you’re paying for a lot of needless work 
that is eating into your profit margin. Even clerical help is too 
costly to squander on repetition of effort. Here is where Colitho 
Offset Duplicating Products come in. 

For years now, Colitho paperwork engineers have been showing 
business people how the duplicating machines they already have 
can be used to increase the efficiency of business forms procedure 
—not just in bulletins, sales sheets and reports, but in the pur- 
chasing, manufacturing, engineering and accounting systems 
of a business. 

An idea of what this kind of help might mean to you is con- 

tained in the 16-page booklet, “‘Cash In On Your Offset 
mess? =Duplicator’s Idle Time.” We'd like to send you a copy. 
rr) Just fill out and mail the coupon. 








THE “ONE-WRITE" WAY TO RUN 
A BUSINESS 


Colitho Division, COLUMBIA RIBBON & CARBON MFG. CO., Inc. ST ; 
491! Herb Hill Road, Glen Cove, N. Y. wy 


Please send the booklet ‘Cash In On Your Offset Duplicator's Idle Time” 
and the Colitho Idea File. 
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Plant management’s attitude could be 
classified as “show me,” and it was 
of no help in selling the plan to the 
union. Dana tried with such methods 
as posting notices about the plan on 
bulletin boards, direct letters to em- 
ployees’ homes, etc. But without the 
plant management’s support, the plan 
met only repeated failure. 


The Dana incentive plan 

The proposed incentive plan offered 
an opportunity for employees to earn 
additional pay for additional effort. 
Employees were guaranteed a base or 
day rate. Incentive rates were based on 
fair standards which, after being set, 
were not changed except as a result of 
engineering or methods change. Incen- 
tive prices were established on the ba- 
sis that an employee who works at an 
average incentive pace would be able 
to earn 110% of his base pay. 

The employees rejected the new in- 
centive plan principally because they 
were suspicious of.change. They were 
afraid that, under the new incentive 
plan, the number of jobs would dimin- 
ish because of the more efficient work 
schedules. They also recognized their 
own management’s disinterest. 

The major failure of the employees 
during this three-year period of strife 
was their reduced work rate. Employees 
readily accepted poor systems and pro- 
cedures, and personnel policies which 
permitted mis-assignment of workers. 
Significant of the employee attitude 
was their failure to participate in 
union activities. Most of the workers 
failed to vote in important elections, 
thus leaving a small, vocal, and de- 
structive minority to handle their af- 
fairs. Many more employees were sym- 
pathetic to the Dana proposals than the 
union election results indicated. 

The bad feeling that existed between 
the old plant management and the 
community was a combination of two 
factors. First, the poor morale of the 
employees was carried back to the town 
and spread through the family-and- 
friend grapevine. Many workers had 
suffered unfortunate experiences with 
the day-work incentive plan, which 
had embittered them toward manage- 
ment. Poor systems and production fa- 
cilities added to the bad morale grist. 

Coupled with this steady flow of em- 
ployee gripes and bad feeling was the 
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absence of any positive community re- 
lations program from management. 
The company thus lacked any chance 
of counterbalancing the effect of ad- 
verse comment. 


After the strike 


When the union finally accepted the 
Dana offer, the door was opened for 
the sweeping reforms the Auburn plant 
needed to put it back in the competi- 
tive market. These came in every pos- 
sible form and from every quarter. 

Naturally, the first and most impor- 
tant program to go into effect was the 
Dana incentive plan. Others which fol- 
lowed included a whole new set of 
written policies and procedures, cover- 
ing the basic functions of each division. 
The whole organization was revamped 
into nine separate divisions reporting 
to the works manager. The divisions 
are production scheduling, production, 
mechanical, purchasing, accounting, 
inspection, plant engineering, person- 
nel, and resident product engineering. 

To integrate the activities of these 
divisions, monthly meetings are held 


* * 66 99 @ 
for division supervisors, and all fore- H t f d th h dd pl 
men who report to them. The works OW O in e 1 en US in 
manager conducts the meetings. Every . . 
second or third meeting is turned over your business machines 
to a division supervisor to conduct 
along any lines he may choose, and 
covering any subject he feels to be im- 





portant. In addition to the monthly Take the matter of inked ribbons, carbon papers, ‘*plus” in their business machines. 

meetings, a brief production meeting and duplicating supplies. If these do not live up to They use Roytype business supplies, made by 
is held weekly by the production man- the mechanical demands of your business machines, Roytype, a department of Royal Typewriter Com- 
ager, plant superintendent, master me- how can they deliver their best? 


pany. Listed below are some inked ribbons and 
A legion of shrewd businessmen know the an- carbon papers. They can save you money ... pro- 
swer to this question. They have found the hidden duce better work . . . help you get it out faster. 


chanic, and chief inspector. Occasional 
special meetings are held as required. 

Hiring procedures were changed as 
a result of improved organization. 
Dana’s employment system, which calls 





for closer cooperation between person- INKED RIBBONS CARBON PAPERS 
nel of other divisions, was instituted. typewriter tabulating typewriter colored carbons 
A new employee screening system was adding machine checkwriting pencil carbon rolls 
installed, as well as a mandatory physi- *‘Addressograph”’ eradicator special carbons for carbon ribbons 
e Soha. . a A i ° hectograph photostat reproducing machines register rolls 
cal examination for all workers. “Duplimat” blueprint spirit duplicating carbon binders 
transfer posting gelatin hectograph billing carbons 
New production facilities unit masters bookkeeping machine rolls 








The office areas were reduced ap- an ; 
caaed lv 40%. Otl ~ P Mimeograph supplies . . . type cleaner . . . spirit fluid . . . dust covers . . 
eatiasats, sul er. Raprgeee hand cleaner . . . Pedestaleg®. . . typewriter pads . . . brushes 











tion areas were reduced 10%, increas- 
ing manufacturing capacity by ap- 
proximately 100% as a result. Increased 
office efficiency resulted in a reduction 
from 56 to 37 employees. 





OYA ® Call your ROYTYPE Representative... 
I 


ook under ‘Typewriter Supplies” in the classified telephone directory 





Besides a new layout which increased Roytype,® a department of Royal Typewriter Company, division of Royal McBee Corporation 
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Actual tests show Victor Visible to be twice as 
fast as non-visible systems in finding and filing 
time. It saved 3334 minutes of every hour. 

Colored Victor Visible signals save costly 
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— easy to see. 

The record system you use is the money- 
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efficiency in record time. 
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Single slides Stock Records Machine Records 
can be added Credit Records Production Records 
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Ledger Records Prospect Records 
Service Records Payroll Records 


You can get full details without obligation: 
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New Underwood Desk Stabilizer 
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vibration, turns a wobbly typewriter platform into 
a firm, steady typing support. 

Eye strain, frayed nerves and vibration errors 
are reduced; higher quality work is assured. 

Underwood’s Desk Stabilizer offers a sure way 
to get better work out faster with less fatigue. Order 
the new Underwood Desk Stabilizer from your 
Underwood Office. You'll find the number in your 
phone book. Order yours today! 


Adjusts from 17 to 31 inches 

Automatic, self-locking mechanism 
Instant finger-tip release 
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Positive support... no slippage 
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Mar-proof rubber top bumper and floor base 
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(Circle 632 for more information) 


36 


production, additional equipment was 
installed. The number of employees 
was reduced from 400 to 250—and the 
same level ol production was main- 
tained. The efficiency of —produc- 
tion employees was increased from 
80-85°%, to approximately 1309). At 
the same time, standards were re 
vised and tightened. For example, the 
direct labor cost for a particular clutch 
is approximately the same today with 
employee earnings at better than $2.00 
per hour, as it was when employee 
earnings were $1.25 per hour under 
the old management. 

\ quality control program was insti- 
tuted which produced startling results. 
For example, under the old manage- 
ment, one automobile manufacture 
returned 40,000 clutch assemblies be- 
cause of poor quality. During the en- 
tire year of 1952, a year in which thts 
manufacturer nearly doubled 1948 pro- 
duction, only 47 clutch assemblies were 
returned. Of these, 24 were repaired 
at the auto manufacturer’s own ex- 
pense. ‘The new production methods 
have reduced scrap costs by 85% 


A carefully planned community re- 
lations program has been put into op- 
eration which provides employees with 
an annual picnic for themselves and 
their families. Other events, which are 
held regularly, include dinners and 
sports programs (bowling, basketball, 
softball, and golf). The biggest annual 
event is a company-wide Christmas 
party that all employees attend, with 
their wives and children. 

Management now takes part in such 
activities as fund drives, youth move- 
ments, service clubs, and all the other 
communal activities. This program 
has been responsible for a complete 
change of the public’s former hostile 
attitude toward the plant management. 

A training program for employees 
has provided the means for regular pro- 
duction workers to advance in the com- 
pany structure. Former supervisory em- 
ployees have been transferred from the 
Auburn plant to larger Dana plants, 
and their places have been filled by 
employees graduated from the training 
program. All these reforms and im- 
provements in the operation of the Au- 
burn plant have established a case for 
the theory that good business practices 
benefit employee and employer. m/m 
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Oxford PENDAFLEX® 


“CARRY FILE” 


In the office, on the road, at home—find and 
file faster with this stylish file. Keeps reports, 
letters, bills, valuable papers always at hand. 
Made of lightweight steel, tan finish. Brass 
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ENVELOPES 


Eliminate Time and Expense of Ad- 
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a faster, cleaner way to 
sort, count, file papers 


SORTKWIK enables you to handle pa- 
pers faster without clumsy rubber fingers 
or unsanitary, messy sponges. 


Just apply SORTKWIK, a pleasant finger- 
up preparation, to your fingers and rub 
between fingers and thumbs to create a 
greaseless, stainless, tacky film. 


It's clean, convenient and washes ofl 
quickly. Widely used by banks, insur- 
ance companies, department stores—wher- 
ever paper is handled in quantity. Once 
you try SORTKWIK, you'll never be 
without it. 

Send for your free, regular size container 
on your business letterhead TODAY. 


At your stationers for only 50c each or $6.00 a doz, 


LEE PRODUCTS COMPANY 
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Company practices on 


SERVICE AWARDS 


How should management re- 
ward the employee of long service? An undeni- 
able fact of business life is that the veteran 
worker is one of management’s most valuable 





assets. Because of pension plans and_ other 
fringe benefits, it is expected that employment 
stability will increase in the future, making long 
service a more common condition. A survey, con- 
ducted by the Associated Industries of Cleveland 
demonstrates how businessmen in one area are 
meeting this situation. 


ACTIVITY AND AWARDS 


No. of 

Old Timers’ Club for employees after: Companies 
5 years’ service Sins SRR 7 

10 years’ service ‘ : . 
15 years’ service . 6 
20 years’ service ‘ , 
25 years’ service : : 4\ 
Have annual banquet ..... RTE Te baleden Peoria... 
Have annual Christmas party . 2 


Pins presented after: 
5 years’ service . 
10 years’ service 
15 years’ service 
20 years’ service . 
25 years’ service .. 
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Certificates presented after: 
5 years’ service . 
15 years’ service 
20 years’ service 
25 years’ service .. | 
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Watches presented after: 
5 years’ service 
10 years’ service 
15 years’ service 
20 years’ service 
25 years’ service 
30 years’ service . 
35 years’ service 
40 years’ service 
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Cash awards presented after: 
years’ service 
years’ service 
20 years’ service 
25 years’ service 
30 years’ service 
40 years’ service 
50 years’ service 


oul 
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Miscellaneous awards include: After five years' service—pencil; 
original, framed drawing. After |0-years' service—pen; savings bond. 
After 15 years' service—pair of cigarette lighters or silver tray. After 
20 years' service—silver cigarette box; ring. After 30 years’ service— 
$500 savings bond; 3 weeks’ vacation plus expenses up to $1,000. After 
40 years' service—two weeks' vacation plus expenses for husband and 
wife anywhere in the United States. 


As this survey indicates, management has gen- 
erally confined the award to the employee along 
traditional lines. Old-timer clubs, keys, a special 
old-timers’ dinner are staple. The gold engraved 
watch is still around and going strong. ‘There 
is encouragement, however, in the amount of 
cash awards noted in this study. ‘Twenty years 
ago, there were fewer. Another interesting fea- 
ture is the relatively few awards for employees 
of 5, 10, and 15 years’ service. Here again there’s 


improvement and a ripe area for progress. m/m 
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Snappy Salesforce 


It would be ridiculous for salesmen to risk 
results by waiting for the morning mail before 
hitting the street .. . But if other departments in 
your firm are delayed by slow mail distribution 
. .. a MailOpener by PB is practically mandatory! 

It opens any kind of mail as fast as you can 
feed it .. . Shears a hairline edge off envelopes 
of any thickness without hurting the contents. 
Efficient, durable, the MailOpener saves time 
for the whole office, gives every day a head 
start. Models, hand and electric, for every 
office, even the smallest . . . Call the nearest 
Pitney-Bowes office for a demonstration or 
free illustrated booklet. 





FREE: Handy desk or wall chart of postal 


rates with parcel post map and zone finder. 
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PITNEY- Bowes, INC. 

4556 Walnut St., Stamford, Conn. | ay 
Electric . originators of the postage meter 

Model LE ... Offices in 94 cities in U. S.and Canada 
(Circle 615 for more information) 





37 





















whatever 
your 


position 





ASURER 
FS 


. 
% 
+ 











—) 
|| You'll save time & money l 
by using this | 


FREE IOEL | 
[POET 


Sa eS 


THE 
LIne 


First time ever, Elbe offers 4 x 
a comprehensive FREE i 
IDEA BOOKLET! Strictly 

objective, it clearly ex 
plains when and how to 
use loose-leaf binders 
This booklet, like all Elbe 
products, is designed to 
| get results-for you. Send 
| tor your personalized 
| free copy today! 





MEW YORK 


swownoom 
411 © 4th AVE. 

















ELBE FILE & BINDER CO., INC. 


eal F 





America’s Most Co Sales Presentations 


(Circle 581 for more information) 





ox 
FALL RIVER, MASS.‘ 





TRY THIS 


EVANS GATHERING RACK 
30 Days at our expense 





See for yourself. One person 
collates more than 3,500 pages 
per hour. Racks cost only 

$10 to $25 retail. Slash collating 
time and cost 50%. 


Light, durable, all-aluminum 
construction. Can be stored in 
1 cubic foot space. Gives 

long, trouble-free service. Each 
rack section holds 500 sheets. 


SEND TODAY FOR FREE TRIAL 
SERS BERBER EEE S 
@ Evans Specialty Co., Inc.— 2012 Evans Bidg. 
@ 1800 E. Grace St., Richmond 23, Va. ea 
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which is cheaper: 


Service contracts 


A comprehensive report detailing how Square D checked their repair and maintenance costs 


by Edward C. Hagen, supervisor 
Administrative Service & Systems 


Square D Company, Detroit 


Once having bought 
an office machine, the responsibility for 
its maintenance as well as its utilization 
becomes a management problem. ‘Too 
often, convinced of our own technical 
ignorance and influenced by the pri- 
vate assurance of a salesman, we buy 
(at a nominal fee) the service contract. 
The psychological forces surrounding 
this purchase are strong. ‘The salesman 
says—and rightfully so, “We designed 
and built this machine. We have the 
most extensive experience in its mainte- 
nance and repair. We know better 
than anyone, its weaknesses and _ its 
strength. You can be sure of positive 
results.” Resistance to this reasoning 
becomes increasingly difficult, and 
usually we end up buying the service. 

Over a period of years, we at Square 


1 Annual cost with contract 


55 Brand A @ $10.20 $561.00 

25 Brand B @ $ 9.60 $240.00 
Total $801.00 

Annual cost without contract 

55 Brand A @ $3.60 $201.30 

25 Brand B @ $3.66 $ 91.50 
Total $292.80 
Savings $508.20 





D have been able to test performance 
against cost. We cancelled a service 
contract on four machines, and con- 
tinued it on similar ones. The results 
of this type of experimenting has pro- 
vided us with comparative information 
which, to an extent, has helped us 
modify our policy toward the purchase 
of service contracts. 


Are service contracts worthwhile? 


Generally, service contracts offered 
by manufacturers are good investments 
for businessmen. They invariably in- 
clude fast efhcient service in case of 
breakdown, regular inspection, and 
cleaning—and all at a moderate annual 
cost. But this is not the complete story. 
Some machines are built so well, they 
can withstand years of use without seri- 
ous mishap. The purchase of a service 
contract to cover these machines is not 
consistent with intelligent and _ eco- 
nomical management. 

Conversely, we would not consider 
maintaining our electric typewriters 





2 Manual or 
Original cost electrical 
$ 195 

345 

275 

275 

625 

625 

625 

775 

1,125 
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without benefit of a full-time service 
contract. We find these machines need 
frequent attention and careful pre- 
ventive maintenance. 

Last year, our annual review of serv- 
ice contracts for manual typewriters re- 
sulted in a sweeping change in policy. 
We found that with one type of ma- 
chine, Brand A, we held service con- 
tracts which provided three visits per 
year. The service contract charge for 
this was $10.20 per year. 

We also found that we had a consid- 
erable number of typewriters of Brand 
B. These were not covered by any serv- 
ice contract but were repaired at our 
own request. An analysis showed that 
our annual cost for Brand B averaged 
$3.66 per machine. 

These two facts, when examined and 
contrasted, point up very vividly our 
reason for discontinuing all service con- 
tracts on typewriters except electric. 
According to our own estimates, the 
cost of maintaining 80 typewriters on 
contracts would be $801. The cost 


Annual service 
contract cost 
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50 
50 


Total $410 


New annual service contract costs: electric machines 


$ 20. 
27.50 
27.50 
27.50 
27.50 





Total $130.00 


Annual cost comparison 
$410 
130 


$280 saved annually 
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or service calls? 


on office machines 


without contracts based on the $3.66 
figure would be only $292.80—or a 
theoretical savings of $508.20. After one 
year of operation under the new sys- 
tem, we have found our actual savings 
to be $550. There are a total of 99 
typewriters in use at our Detroit of- 
fice. Of these, 28 are more than 10 years 
old. With the savings we accumulate 
because of our changed service policy, 
we are now replacing these older ma- 
chines at the rate of three per year. In 
this way, we will eventually eliminate 
those machines which cause the greatest 
trouble and require the most repairs. 
(See Figure 1.) 


Copying machine policies 

We had a similar experience in the 
disposition of our service policies on 
copying machines. The contract called 
for monthly inspections only. Parts and 
emergency calls were extra. Service 
rates were $4 an hour plus parts and 
transportation. We found no practical 
advantage in the monthly inspections 


3 With contract 
# #2 
1954 $304.95 $295.00 


Without contract 


#1! #2 
1947-1953 $225.45 $207.20 


november 1955 


and subsequently terminated service 
contracts on all manual machines and 
one ll-year-old electric machine. We 
continued a quarterly inspection serv- 
ice on the remaining electric machines 
which cost a total of $130 per annum. 
This, subtracted from the $410 we for- 
merly spent, gives us a saving of $280 
per year. (See Figure 2.) 
Whiteprinting equipment 

The real test of any theory or new 
procedure would be to turn it around 
and see if it still works. This is ex- 
actly what we did with two white- 
printers purchased in 1947. From the 
date of purchase until 1953, these two 
machines were maintained without 
benefit of service contracts. Then in 
1954 we bought contracts on them. 
Figure 3 illustrates the cost difference 
we have found in one year. 

One year of experience with a serv- 
ice contract, however, is not a basis for 
a fair comparison. If, after several 
years, the costs remain the same, then 
we will conclude that in this case 
again, the service contract is plainly 
not justified. 

In several instances we have found 
it more economical and efficient to 
maintain office machines without serv- 
ice contracts. In other cases the service 
contract has proved to be the one prac- 
tical method of equipment mainte- 
nance. We are continuing our studies 
of the subject and extending our ex- 
perimenting to such machines as cal- 
culators, adding machines, and air con- 
ditioning units. The service contract 
must provide the best and most eco- 
nomical solution to the whole mainte- 
nance problem, if it is to be held in 
force. In each instance, we will natur- 
ally decide to continue or terminate 
on the merits of the case. m/m 
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Softer, blacker than No. 2...longer-lasting than No. 1 
... perfect for quick notes and pleasant writing. Try a 
dozen and see! Exclusive with MIRADO — world’s 
largest-selling pencil. Look for the Red Band trademark. 
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and your regular pencil supplier. 
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If you own 
any of these 


TYPEWRITERS 


(Manual or Electric) 


Auto-typist can turn it into 
an Automatic Typing Machine 





Underwood 





Royal R. C. Allen 


The Auto-typist will turn any of- 
fice typewriter into an automatic 
letter-writing instrument. It will 
enable a typist to turn out 100- 
125 average-sized letters a day per 
unit. One operator can easily han- 
dle four or five Auto-typist units. 
Find out how Automatic Typ- 
ing can save you time and money 
on standard correspondence. Mod- 
els for all sizes of industrial, insti- 
tutional or business offices are 
available. 
FREE —fill out the coupon below for your 


copy of Auto-typist’s complete booklet 
telling of 160 ways to use automatic typing. 


Awito-TyPist 


40 


American Automatic Typewriter Co. 
wee M-11, 2323 N. Pulaski Road 
Chicago 39, Illinois 


Please send me a copy of ‘How to use the 
Auto-typist.’’ 


Name 
Company & Title 
Address 


City Zone State 


(Circle 554 for more information) 





Research Institute 


ee fy) the last analysis— 
however you may strain to cut costs, In- 
crease profits, or build sales through 
better methods—it’s the human element 
in business that presents the biggest 
problem. Employee attitude, in pat 
ticular, can directly determine the dif- 
ference between success and failure, o1 
between profit and loss. 

To discover how successful handling 
of the human element has helped to 
improve operations, ‘The Research In- 
stitute of America went directly to its 
members. It asked for specific “human 
relations” ideas which had helped to 
increase production and profit. ‘This 
year, R.I.A. gave its second Annual 
Award for Merit to 201 executives for 
“contributions to executive skills.’ The 
two case histories which follow were 
chosen from this year’s winners. 


CASE HISTORY | 


In Omaha, Nebraska, the Mutual 
Benefit Health and Accident Associa- 
tion investigated electronics early in 
1954. The science of electronics prom- 
ised to solve some old problems and 
create equally difficult new ones. Mu- 
tual, and its companion company, 
United Benefit Life Insurance Com- 
pany, had three major problems: space, 
personnel, and competition. 

Electronic equipment would prob- 
ably save space. It might cut labo 
needs. It could mean better service at 
less cost, which is a vital objective in a 
highly competitive field. 

But what was the best equipment? 


Where would it reduce costs, and how 
soon? When should the company buy? 
Would employees feel that their jobs 
were threatened and resist change? Miss 
Winifred Shaughnessy, Assistant Direc- 
tor of Personnel, won the merit award 
for the steps these firms took to prepare 
for an automated future. 

“Electronics May Be a Girl’s Best 
Friend,” was the headline of the month 
in a recent company house magazine, 
“Since 1870, 
typewriters—not diamonds—have been 


Criss Cross Currents. 
a girl’s best friend. Tomorrow it may be 
the electronic ‘brain,’ ’’ began an article 
explaining to employees the com- 
panies’ interest in automation. 

One way to determine whether such 
complex developments as automation 
apply to you is to hire experts to tell 
you. Perhaps the line of least resistance 
is to keep something so important as a 
“front office problem,” to be considered 
and decided by the top executives. The 
trouble is that top executives are so 
busy that such long-range concerns 
often get pushed aside by the daily pres- 
sure of business until actual loss of busi- 
ness is traced to the fact that their com- 
petition has done something about it. 

Mutual and United avoided the pit- 
falls. They appointed a steering com- 
mittee of officers to direct the study of 
electronic office equipment. It, in turn, 
selected employees from different areas 
of the business, for a special investiga- 
ting committee. Although certain areas 
of study were recommended, these men 
were given every freedom to conduct 
their own investigation. 


How the human element 


can affect your profit and loss 


of America's merit awards for contributions to executive skills 


In another step to win staff support, 
supervisors were called together and 
asked for their opinions, their advice, 
and their assistance in the study. The 
investigation began in June, 1954. Afte: 
eight months of study, the committee 
held a seminar for supervisors and othe) 
key personnel. ‘They were asked to 
think of applications for the “brain” 
that might not have been discovered. 

The committee’s study proved to 
management that automation was im- 
portant enough to it to warrant an 
Electronic Department. Formed in 
February, this department arranged for 
a test run in May on manufacturers’ 
service bureau equipment. In case the 
companies decided then to convert, 
management was prepared to run a 
series of stories in the house magazine 
and to conduct a program of depart- 
mental and individual education fon 


those directly affected by the change. 


CASE HISTORY 2 


Although Mueller Brass Company of 
Port Huron, Michigan, took all the nor- 
mal safety precautions, Compensation 
cost for lost time accidents amounted to 
$66,433.72 in 1953. In one year, the bill 
dropped to $12,697.67—a net saving of 
$53,736.05. The saving grew out of 
“employee participation.” 

The unusual feature of the Muel- 
ler Brass Company safety program was 
that employee committees were given 
authority to issue orders and eliminate 
hazards, with management asking no 
questions and paying all bills up to 


methods 














5300. If the cost of eliminating a risk 
would be greater than $300, the depart- 
ment committee would seek the ap- 
proval of the supervisor before issuing 
its order to have the risk eliminated. 
As it turned out, few suggestions were 
costly. In those few cases, a cheaper way 
of solving the problem was usually de- 
veloped in discussions with supervision. 

The most important objective 
achieved was risk awareness on the part 
of employees. Asking employees of a 
large plant to make suggestions neve 
would have had the same impact as 
giving the employees the power to act, 
a power them had _ before. 
Anxious to make a good showing, each 
committee came up with concrete ideas. 
These included an acid pump to keep 
from spilling acid and causing burns, 


none of 


and better enforcement of the rule that 
everyone entering the Hammer Shop 
wear goggles so that flying chips cannot 
cause eye injury. Most important, each 
worker is becoming aware of the risks 


involved on his own job. 


Accident rate drops 


Both the accident severity and fre- 
quency rates at Mueller Brass dropped 
well below the industry average for 
1954. But how do you keep such a pro- 
gram from petering out? Mueller Brass 
has varied its committees and varied its 
approach to them so that the program 
does not A Master 
Safety Committee of management per- 


sonnel was not given any widespread 


become tiresome. 


publicity in the plant, but it was as- 
signed to concentrate on the depart 
ments which continued to have a ques- 
tionable record. Because the attitude of 
supervision plays an important part in 
the workers’ safety attitude, the depart- 
mental safety record was tied in with 
the supervisor’s bonus. Now it pays fon 
him to have a good safety record. 

does occur, the 


When an accident 


first questions asked now are: Was there 


a Risk Awareness chart available at the 
machine? Had instructions been given 
in the major and minor risks involved 
on this job? ‘The answer to at least one 
of those two questions is usually no. 
They find that most of their accidents 
are caused by human failure or neglect, 
and very seldom is one of them caused 


by equipment failure. m/m 
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Common Language Machines now enable the business office to carry 


out a complete clerical process through a series of automatic machine 


operations. A peep at what the future holds for office routines is given 


in Moore’s attractively printed brochure No. X. It describes an inte- 


grated Order-Billing-Shipping system which was designed by a large 


paper products manufacturer ...and uses Moore business forms. It 


is one of the most efficient systems in operation, and is quietly making 


history with improved results and lowered costs. 





The System 


The system is one of receiving orders 
at a central control at the home office 
and assigning them to the various mills 
for processing... with the prime ob- 
jective being speed and accuracy. The 
original order is prepared manually by 
the salesman on a Moore 4-part Speed- 
iset Sales Order. 


Preparing the Shipping Order: 
When the order is accepted, a master 
tape containing fixed customer infor- 
mation is removed from a file (or pre- 
pared, if the customer is a new one) 





and fed into a Flexowriter. The typist 
manually types item specifications on 
the Shipping Order, and the Flexo- 
writer automatically types the fixed 
information, while simultaneously pre- 
paring a punched tape containing all 
order informatior.. The master tape of 
fixed customer iniormation is returned 
to the file for use in preparing future 
orders. 


Assigning the orders to the mills: 
Part 2 of the typed Shipping Order 
and the new punched tape are sent to a 
teletype operator who uses the tape to 
transmit the order to the proper mill. 








The mill gets the order: Orders 
come over the teletype network, au- 
tomatically printing on a Moore 
4-part Shipping 
Form (Ware- 
house Release 
and 2 Bills of 
Lading). This 
gives the mill 
complete ship- 
ping instruc- 
tions and a rec- 
ord control with 
no extra writing 
operations. 


Preparing cards for inventory 
control: Back at the home office, the 
punched tape which had transmitted 
the mill order via teletype is used for 
a tape-to-card IBM punching opera- 
tion and then discarded. Each daily 
batch of tabulating cards resulting 
from this tape-to-card punch operation 
is tabulated to obtain a summary of 
shipments released the day before. 
This summary is used for important 
internal controls. 


Reporting and posting: The in- 
voice cards and/or summary cards 
then serve various uses: (1) Tabulate 
a summary freight run; (2) Tabulate 
daily-weekly-monthly shipment and 
sales reports by mill, product, etc.; 
(3) Tabulate inventories monthly; 
(4) Prepare a Transfer posting master 
for Accounts Receivable. 


Savings and Gains 


In SPEED ... shipping orders and bills 
of lading are on any mill’s shipping 
platform within 3 hours after receipt 
of the salesman’s order. Punched 
tape has eliminated delays and the need 
(Circle 605 for more information) 
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INVOICING THE CUSTOMER 


An 8-part Moore Fanfold inter- 
leaved form is stub-pasted for 
easy carbon extraction. Parts 1 
—4 go to customer; 5 Auditing; 
6 Division manager; 7 District 
manager; 8 Freight control. 











for transcribing. In Accuracy... 
human error has been practically elim- 
inated. In AUTOMATION...a wide 
variety of operations are all integrated 
and automatized from the first typing 
(itself two-thirds automatic from mas- 
ter tapes) —sales orders, shipping or- 
ders, wire transmission, tabulating 
cards, invoicing, accounts receivable, 
inventory, sales reports. In Economy 
... needless steps have been eliminated 
from operations, with savings in cleri- 
cal expense. 


If you would like a fuller picture of 
this example of Integrated Data Proc- 
essing, with the forms illustrated, send 
the coupon below to the Moore office 
nearest you. It will bring a copy of 
the System Survey. 


Fee Re ne es ee ee ee ee a. 
| | 
; Moore Business Forms, Inc., Dept. MM-3 ; 
| Niagara Falls, N.Y. " 
! Denton, Tex. I 
Emeryville, Calif. : 
| ! 
| 1 
; Please send a copy of Systems j; 
. Survey No. X. 
| 1 
| N ! 
; Name__— ae 5 , 
| 
Title Ey 

| 
Pie i 
; Company | 
| j 
Street 
bins ; | 
; City Zone State \ 
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paper work management 


MANAGEMENT METHODS Magazine 


announces publication of the third issue of 


“Bad account form 


the departmental duties 


™! * integrated. 


mum A form by which “bad when an account is considered un- 








} ° accounts” are written off to the Reserve collectable, or when a proof of claim is | 
. n hae PE office for Doubtful Accounts serves as a yard- filed. They are distributed to manage- 
° —_— | stick of Credit Department efficiency ment (company officer), the Controller, 
and a valuable management tool. the Bookkeeping Department, and one 
; . am Four copies of the form (below) are is kept by the Credit Department. 
a handbook for management on office remodeling, relocating, building prepared by the Credit Department The copies furnished to manage- 
This book is not concerned with what you usually think of as ‘‘office equipment.” BAD DEBT NOTICE 
Instead, it’s designed to tell you how you can get greater productivity from your Write off books and charge salesman's commissions 
employees by controlling the environment in which they work. In other words, you Rt ti “See ee 
might call it a businessman’s version of the familiar home planning magazines. What Sic 
these practical magazines are to the home owner, THE INTEGRATED OFFICE can be es CRC tr Ea ea 
ieee BY RES ee et teeeeteet ete ceeteeteenannanane ee teteeeseeen 
Amount Invoice Date Salesman Date Referred to Attorney 





> How to measure the true cost of office space 
> How much does it cost to remodel a building? 
>» Is it cheaper to own or lease? 





Reason for write off (check one) 




















> Floor coverings: cost and application Voluntary bankruptcy Cy Informal arrangement 0 
> Sound conditioning: cost and application Involuntary bankruptcy O Uncollectable O 
» Air conditioning: cost and selection Assignment benefit of Creditors U Other O 
» Lighting: cost and application Chapter XI arrangement O 
» Movable walls: cost and application Remarks 
Addressograph Plate destroyed [] 
Fees and Costs Recoveries 
Each of these articles — and this is only a partial table of contents — is written 
by a recognized expert in terms of his experience with well-known firms. Photo- 
graphs and plans guide your slection of the proper solution to your needs. To order, 
use the postage-paid order card bound into this issue. We'll bill you later. 
Only $2.00. 
Credit Information Record of Action Taken 
A FEW COPIES OF THE Date duidiien 


1953 AND 1954 ISSUES 
STILL AVAILABLE 


Rating of A/C when 
BE GFOVER 2 is oi csice ass 


These editions covered com- 
; pletely different subject matter. 
y the Their general theme was a de- 

integrated tailed breakdown of the fac- 

office tors involved in office layout, 
planning, renovating, moving, 
expanding, etc. Together, the 
two issues provide a complete 
“package” for the business con- 
cerned with office layout, build- 
ing, furnishing, and renovation. 
While they last, copies are 
available at $2.00. Use the or- 
der card bound into this issue. 


Credit limit given 
TOSS 4018 2. v5.55. 
High Credit .... 


Average Annual Sales 





References .......... 








Write-off Authorized by 


Copies to: Management—Controller—Bookkeeping—File 
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coordinates 


by Ira S. Kaye, Controller 
Pitman-Dreitzer & Co., Inc. 
New York, New York 


ment and the Controller are for in- 
formation purposes. The Bookkeeping 
Department is furnished with a copy 
in order to create the charge-off entry. 
This copy is then returned to the 
Credit Department and initialled by 
the Office Manager, to signify that the 
write-off has been accomplished. The 
Credit Department copy is retained by 
that unit to show action completion. 


What the form contains 


Customer’s name, address, date of 
write-off, amount, date or dates of in- 
voices, name of salesman, and date of 
referral to attorney are the primary 
facts noted on the form. Also included 
are the reasons for the write-off. The 
check-box method is used, with space 
for remarks, if necessary. 

The next section reflects that the ad- 
dressing plates used for “mailers” are to 
be destroyed. Thus the plate file will 
contain no “dead wood.” The succeed- 
ing portion of the form indicates the 
legal and collection fees incurred, and 
provides space for any recoveries re- 
ceived subsequent to the write-off. This 
information is noted in the Credit 
Department file copy should any funds, 
such as bankruptcy dividends to credi- 
tors, come through. 

The final section of the form gives 
the background of the account itself— 
opening rating and credit line, number 
of years sold, high credit, average 
annual sales, and references in file. 

After preparation of the form has 
been completed, it is submitted to the 
Controller for authorization of the 
write-off. He then retains his copy in a 
“Bad Debt Log,” and effects distribu- 
tion of other copies. m/m 
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DUPLICATING 
DEPARTMENT 
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linking automation to action 


Computers. Calculators. Punched card systems. 
You feed information to modern office machines 
and you get back the facts. But, in themselves, 
facts are static. Little or nothing is accomplished 
until the facts are transmitted to the people who 
can use them—to the people who can do some- 
thing about them. 

MODERN duplicating lets you translate facts 
into action, fast—lets you really realize the sav- 


A. B. DICK and 8 are registered trademarks of A. B. Dick Company. 


Birr 


(Circle 576 for mcre information) 


ings possible from your investment in modern 
office equipment. 

Your A. B. Dick Company distributor will be 
glad to show you how MODERN duplicating 
(all four major processes) fits into business sys- 
tems methods. You’ll find his name listed under 
Duplicating Machines in the classified section of 
your phone book. Or write A. B. Dick Company, 
5700 Touhy Avenue, Chicago 31, Illinois. 


,A:B-DICK 


THE FIRST NAME IN DUPLICATING 
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What’s 
going on 
behind 
those 
closed 


BOOKS? 


_ 


Many executives like yourself are too busy to keep close 


contact with bookkeeping operations. And yet this depart- 


ment may be eating up a sizable share of company profits. 


Aside from the danger of embezzlements, hold-ups, for- 


geries and general dishonesty—there’s the wastage caused 


by lack of control and by inefficiency. 


The Todd Company —through its Methods Study 


Plan—has put hundreds of bookkeeping departments on 


a safe, sound, economical basis. Won't you give us the 


Opportunity to outline what our ABC Payroll System, 


our disbursement safeguards and our specially-designed 


machines can do for your business? Mail the coupon 


below. It won’t cost you a penny to hear our story and it 


may save your company thousands of dollars. 


THE TODD COMPANY, INC., 
Dept. MM, Rochester 3, N. Y. 


Gentiemen: 

I’m interested in your Methods Study Plan. Will 
you have your nearest representative phone me for 
an appointment? 


Name of Company 
Address City Stare 


Your Name and Title 


Phone 
L MM-i'-55 





COMPANY, INC. 


Lote Ce 


ROCHESTER 
SALES OFFICES IN 


NEW YORK 
PRINCIPAL CITIES 


DISTRIBUTORS THROUGHOUT THE WORLD 


(Circle 629 for more information) 
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Director of Industrial Relations, Norden-Ketay Corporation 
Management and Labor Relations Consultant 


juestion: 

We are initiating a company-wide 
safety program, Can you suggest a 
simple record-keeping system that 
will enable us to investigate accident 
causes and take immediate preven- 
tive action? 
answer: 

A very effective system was recom- 
mended last year by the President’s 
Conference on Occupational Safety. It 
incorporates a system devised by the 
American Standards Association, and 
which is flexible enough to be adapted 
to any size company. 

This method can be separated into 
its different elements and any of these 
can be expanded or contracted to fit 
the individual needs of the company. 
By that, | mean it can be made into an 
elaborate detailed system or a very sim- 
ple recording operation. 

Six classes of information go into its 
makeup. Each of these is known as an 


accident factor. Briefly, they are: 


Agency: The object or substance causing the 
injury and which, in general, could have been 
guarded or corrected. 

Agency part: The particular part of the agency 
causing the injury or most closely associated 
with the injury and which, in general, could have 
been properly guarded or corrected. 

Unsafe mechanical or physical condition: 
The unsafe mechanical or physical condition of 
the agency part (or agency) chiefly responsible 
for the injury and which could have been 
guarded or corrected. 

Accident type: The manner of contact of the 
injured person with the object or substance: or 
the exposure or movement of the injured person 
which resulted in the injury. 

Unsafe act: The violation of a commonly ac- 
cepted safe procedure or act which resulted in 
or was most closely associated with the selected 
accident type. 

Unsafe personal factor: The unsafe personal 
factor (mental or bodily characteristic) which 
permitted or resulted in the selected unsafe act. 


The accident factors can be record- 
ed on a chart as shown below. An un 
usually high volume of accidents may 
require a separate punch card for each 


Accident Report Summary 

















Dep't. Period covered to 
Prepared by Approved 
Accident Factors 
Name Clock Date Injury Agency | Agency | Unsafe | Accident] Unsafe Unsafe 
No. Part Mech. or Type Act Personal 
phys. Factor 
Condition 
Jones, Wm. 123 9/24 cut wood cutting none struck by | incorrect | carelessness 
finger chisel edge use insufficient 
instruction 
Smith, Joe 85 9/24 punctured bench wheel none struck by not disobeyed 
eye grinder chip wearing shop rules 
goggles 
Doe, John 90 9/25 broken ladder rung cracked | fell from none none 
ankle one level 
to 
another 
































Needless to say, each accident must be promptly followed by remedial action. The chart enables a quick analysis 
of accidents to be made for each department on the basis of type of injury and contributory accident factors. 
Management thus has a tool for investigation of accidents, taking preventive action, and guiding and appraising its 


safety program. 


methods 





accident instead of a chart. The chart 
is preferable wherever it can be used. 
Needless to say, each accident must 
be promptly followed by remedial ac- 
tion. The chart enables a quick analy- 
sis of accidents to be made for each 
department on the basis of type of in- 
jury and contributory accident factors. 
Thus management has a tool for in- 
vestigation of accidents, taking preven- 
tive action, and guiding and apprais- 
ing its safety program. 

juestions 

What is a good policy to follow to 
reimburse employees for taking 
after-hour courses on their own? 
answer: 

In most cases, before even consider- 
ing reimbursement, companies require 
that the course be directly related to 
the employee’s job, as determined by 
the Personnel Department and the em- 
ployee’s supervisor. ‘The usual com- 
pany policy is then to refund the 
tuition fee in full, upon successful 
completion of the course. Some com- 
panies only refund a portion of the 
fee, varying from 50 to 75°. Occa- 
sionally, the percentage of refund is 
based upon grades attained. In_prac- 
tically all cases, a dollar limit is placed 
upon the amount of tuition that will 
be refunded to an employee for any 
one semester, or during any one year. 


questions: 


When an employee is absent from 
work on two or more occasions with- 
out notifying his supervisor, is it de- 
sirable to make a personal investi- 
gation to check on the reason? 


answers: 


It ought to be company practice to 
require a person to give notice of 
absence, except under extenuating cir- 
cumstances. ‘Therefore, a recurrence 
of an unexcused absence without noti- 
fication need not be tolerated. How- 
ever, it is good practice to immediately 
investigate all such absences by phone 
or personal visit, if the employee has 
not called in by two hours after start- 
time. Very often, employees who live 
alone are too ill to reach a phone, may 
require medical assistance, or may 
need a hand in obtaining food and 
medicine. A prompt investigation pays 
off in good employee relations and 
helps to eliminate this type of absence. 
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TWO WAYS TO GET FASTER FIGURES 


These work-saving, time-saving office machines 
simplify work and speed results 


COMP TOGRAPH 


The all-new, all-electric Calculating-Adding Machine 


Figures faster than you think. Adds, subtracts, 

multiplies and even divides. Unusually quiet, 

super fast at 202 printings per minute. Visi- 

Balance Window automatically shows debit or 

credit balance. Compact keyboard, scientifically 

grouped, eliminates lost motion. Backspacer 
summacmarenem camel wipes out improperly indexed figures. 





- COMPTOMETER 


The world-famous Adding-Calculating Machine 


Floating touch for faster work. Direct-action 
for instant answers. Three-way control pro- 
tects accuracy—signals the operator by sight, 
sound, touch. Electric and non-electric models. 
Get a demonstration on your work—of either 
the Comptometer® or the Comptograph—look 
up the Comptometer representative in your 
Yellow Pages or mail the coupon. 


FELT & TARRANT manuracturinc company 


1712 N. Paulina St., Chicago 22, II. 


Gentlemen: Without cost or obligation— 
| want more information 
Please arrange an office demonstration 
Please arrange for a free office trial 


Comptograph “202” 
Comptometer 
Name 

Company 

Address 

City Zone State 


The COMPTOMETER® DICTATION MACHINE is also a product of Felt & Tarrant Mfg. Co. 
Offices in principal cities and throunhernt the world 
(Circle 585 for more information) 
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Absenteeism slashed 


after installing 


ye 
WR 


ens Wa EN | 





Index division at home office of a large nation wide insurance company. The instal- 
lation of Rol-Dex record handling equipment provided better working conditions, 
less fatigue; reduced absenteeism substantially. Record handling was speeded up 
and efficiency of the whole department was improved. 


The above case history is typical of the many reasons why Rol-Dex 
has reduced costs for so many firms that have active record han- 
dling problems, In this particular instance: 


®@ absentee record was previously 5.8—since installing 
Rol-Dex it dropped to 3.2! 


®@ because of the large quantity of records that are visi- 
ble, checking was speeded up from 6 cards to 11 
cards per minute! 


Another interesting note that tells its own story is that the com- 
pany now has a waiting list of clerks who wish to work in the 
illustrated division. Before the Rol-Dex installation the list was of 
girls wanting out! 


Send for more information on this and 
other ROL-DEX installations. 











WATSON MANUFACTURING CO., Inc. : 
Rol-Dex Division, Dept. E-3 i 
; Jamestown, New York : 
; Please send me information about ROL-DEX and TRANS-DEX record units. : 
i 
EES ne) ce eee et eee ene 1 
: 5nd cas cabbeSusb paseo invinacka manowboanpia ' 
i] 
} es kc coi censanivnsinses saci, Sam Ica atin ge 
s City... State 
b. a= mm me ee 


cabinets and courthouse, bank and hospital equipment. 
(Circle 634 for more information) 
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Digging out after a disaster 


Editor's Note: In the wake of hurricanes 
Carol and Diane, many hundred billion 
gallons of water flooded central Con- 
necticut. The rampaging torrent wrecked 
buildings and bridges, washed out miles 
of railroads, and buried everything in its 
path under tons of mud and silt. Trees, 
logs, and debris washed into factories and 
offices at express train speed. At one 
plant, the river deposited 65,000 tons of 
mud and silt in depths ranging from 
eighteen inches to six feet. Electrical 
equipment—ranging from business ma- 
chines and typewriters to casting furnaces 
and rolling mills—was entirely submerged 
under water. To learn first-hand what 
management can do when disaster comes, 
the Copper & Brass Research Association 
investigated conditions at member com- 
pany plants immediately after the waters 
receded, Although it is still too early to 
blue-print a general emergency plan for 
the future, the experience of Connecti- 
cut's brass mill industry affords a valuable 
sample of how normal operations can be 
rapidly restored to disaster-struck plants. 
Most plants are making definite plans for 
the future, according to Carl E. Wood- 
ward. The American Brass Company is 
proposing a ‘‘disaster plan'’ involving 
equipment, property, and materials pro- 
tection, employee-customer-supplier com- 
munication, and relocation. Plane and 
Atwood Manufacturing Company is set- 
ting up a civil defense structure, accord- 
ing to Thomas |. S. Boak, president. 


ues After the flood our peo- 
ple worked twelve hours daily at unskilled 
labor rates. 
work got it. 
I didn’t think it wise to add a night shift. 


Any employee who wanted 
Because the men needed rest, 


An outside contractor was called in to 


work with our plant superintendent and 
works manager, and recommend suitable 
methods for the over-all salvage operation. 

Within eight days our plant was reason 
ably dried out and cleaned up. Full pro- 
duction was resumed in two weeks. It 
was all done on a systematic, organized 
basis which could be a check-list for other 


companies faced with a similar problem. 


EMERGENCY POWER 

1. Water for cleaning and power for 
rehabilitation and lighting were the first 
concern. A _ portable diesel engine and 
pumps were obtained from an undamaged 
factory an auxiliary power 
After knocking 


out a section of the factory wall with a 


nearby, and 
operator was moved in. 


bulldozer, the pumps were hooked into 
two factory wells and we had our water. 
The generator gave us power at once— 
long before local utilities were again func- 


tioning and dependable. 


MANUAL EQUIPMENT 

2. Even as flood water was going down, 
someone was assigned to contact local sup- 
pliers and arrange for quantities of rubber 
boots, wheelbarrows, and shovels. 


MACHINE RECONDITIONING 

3. Every typewriter and business machine 
was sent out for reconditioning. Each 
desk, file cabinet, and chair was washed, 
disinfected, lubricated, and_ polished. 


ELECTRICAL REPAIRS 

4. We arranged for vendors of electrical 
gear to send emergency repair crews to re- 
store control panels and machinery. Our 
plant people built temporary annealing 
ovens to dry out small motors and similar 


equipment. 
MEDICAL PROGRAM 
5. Within two days after the flood, the 


company physician inoculated all em- 


methods 








by R. M. Terry, President 


Seymour Mfg. Company, Seymour, Conn. 


ployees against typhoid. Booster shots came 
later. 
tuted a program for disinfecting office and 


The medical department also insti- 


factory areas—including the ducts of air- 
conditioning systems. Because of the com- 
pany’s existing health program, we didn't 
call on the Red Cross or Army Engineers 
Corps for this service. 


RECORDS SALVAGE 

6. Damaged records were disinfected— 
by wiping with a sponge— and spread on 
At the peak of 


the flood we had worked until water was 


planks to dry in the sun. 


waistdeep, and managed to carry vital per- 
sonal and payroll records to high ground. 


DIRT REMOVAL 

7. Tons of silt and mud had to be 
removed by hand, using shovels and wheel- 
barrows. It was either dumped into the 
river (now back to normal) or carted away. 


INFORM CUSTOMERS 

8. We communicated with customers; we 
told them what had happened, and what 
we were doing about it. 

In general, I believe early action by of- 
fice and plant crews can do much to offset 
disaster damage, and will certainly shorten 
And be- 


cause suppliers, employees, and customers 


the period needed for recovery. 


can all be of assistance, a long-range pro- 
gram of good industrial and public rela- 
tions will prove invaluable in time of need. 

In addition to precautions at the operat- 
ing plant level, I hope that businessmen 
will join together to prevent a recurrence 
of the flood. 
more than a plant problem; nothing we 


Over-all flood control is 


can do locally can effectively keep the river 
down. I believe that we, as businessmen, 
must work through existing government 
agencies and arrive at a satisfactory solu- 
tion to the flood problem. m/m 
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Completely Automatic Operation—the Seeburg Library Unit in self-contained cabinet. 
Also available—the Seeburg Custom Unit for built-in installations. 


if electricity is available to you 
so is Seeburg Music 








The Seeburg Background Music Library. 
Monthly refresher service. Pressed for 
Seeburg by RCA Victor Custom Record 
Department. 


SEEBURG 


Background Music Service 


That’s because Seeburg music goes 
anywhere. Regardless of the size of 
your business or its location—in a 
large city, suburb or small town— 
you can have Seeburg Music... . 
simply and economically. 


The Seeburg Plan makes this versa- 
tile music system available to you on 
a lease-purchase agreement covering 
all the equipment. Nominal monthly 
payments apply toward ownership 
of the entire system. 


The Seeburg Music has been scien- 
tifically developed for work and 
background music service to assure 
maximum benefits for your business. 





COPR, 1955 SEEBURG MUSIC LIBRARY, INC. 


3. P. Seeburg Corporation, Chicago 22, Illinois 


to a ee 


(Circle 645 for more information) 


Company 
Address 


The Seeburg System is built around 
the world-famous Seeburg Select-O- 
Matic mechanism that has a capac- 
ity of 400 selections of music. All 
components possess the finest high 
fidelity characteristics to provide 
the ultimate in work and back- 
ground music reproduction. 


The Microphone. The addition of a 
microphone for paging and public 
address greatly increases the value 
and utility of the system at no ad- 
ditional cost. 


If You Have A Sound System, you'll 
be glad to learn how simple it is to 
add the benefits of Seeburg Music. 


J. P. Seeburg Corporation 
Dept. M, Chicago 22, Illinois 


Please send information on Seeburg Music. 


Position 
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Now... Carbon 
“Weather Cond 


* Exclusive "Weather- 
Conditioned" formula 
makes Carter's Special 
Occasion carbon paper 


handle easily under all 


sorts of weather 


conditions...prevents 
Slippage and stenciling. 














Carter’s Special Occasion 


Carbon Paper 


Good carbon paper is expected to 
be clean, handle easily, make 
good copies and wear well, and 
Carter’s new Special Occasion 
rates at the top when _ these 
features are considered. 


But Special Occasion is more 
than a good carbon . . . it is the 
result of an entirely new ap- 
proach . . . outperforms and 
outwears ordinary carbons be- 
cause of an exclusive Carter 
development, the ‘Weather Con- 
ditioned”’ formula. 


However... “the proof of the 





pudding is in the eating’. Your 
own test will do more to show 
you why “Weather Conditioned” 
Special Occasion Carbon is the 
carbon for your office than any- 
thing we might say. ; 
Make your own rigid test. 
Write us for samples, telling 
us whether your office has electric 
or regular typewriters, and how 
many copies your secretary 
usually makes. Then you'll know 
why “Weather Conditioned”’ 
Special Occasion is the most 
modern, yet the most economical 
carbon your office can use. 


On Sale at Leading Stationers and Office Outfitters 
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(Circle 566 for more information) 


6 ways fo use 


PHOTOGRAPHY 
IN BUSINESS 


Company demonstrates variety of departmental applications 


ee 
take full advantage of the benefits of 


companies evel 


photography as a business tool. Work 
processing economies. and better pro 
duction and enginecring techniques, 
and research and sales promotion aids, 
are only some of the tangible results of 
a good program. The Ryan Aircraft 
Engineering Company of San Diego, 
California, not only uses photography 
for such routine functions as illustra- 
tions in the employee newspaper, sales 
brochures, reports, and identification 
photos, but also in many unusual and 
singular ways. 

The company believes that the tech- 
nical application of camera work to 
aeronautical manufacturing is almost 
without limit. Some of the unusual 
photographic functions include an il- 
lustrated “progress report” — made 
monthly on all development work, and 
“first articles’ on new orders pictured 
from every angle as a benefit to the cus- 
tomer and the production staff. Pho 


tography is also an important part of 


the production of “printed” electric 
circuits, a technique used in the crea- 
tion of miniature sub-assemblies for 
electronic equipment. 

Corollary uses include decals and 
identification plaques, — oscillograph 
charts, photostats, X-ray in jet engine 
inspection—each using a photographic 
process at some stage, although none 


is strictly “picture-taking.”’ 


1 New use for 60-second camera 


In Ryan’s Raw Stores Department, 
for example, a 60-second complete 
process camera and a little imagina- 
tion save hundreds of dollars daily. A 
new layout section has been added, 


consisting of a large table marked into 
horizontal and vertical grids. The cam- 
era is suspended from an arm directly 
over the table. On the table, paper 
templates corresponding to metal parts 
are laid out in a “nesting” design. The 
pieces of paper are shuffled until the 
best possible combination for obtain- 
ing the largest number of parts from 
each sheet of material is arrived at. 
Then a picture is taken and developed 
in only one minute, and a self-explana- 
tory pattern is ready for the router 
operator to follow in cutting metal 
parts with metal templates. 

Material is conserved by using a cam- 
era in this operation, but the biggest 
saving is in shearing time. Raw Stores 
has always had to go through the “nest- 
ing’ routine to find out how much 
material to issue. The router then had 
to duplicate the process. Now the find- 
ings are passed to him in a matter of 
minutes, saving him time and work, 
and doing away with any chance of 
misunderstanding or error. 

This camera is also used in flight 
tests of new electronic navigational sys- 
tem. Set up in a flying laboratory, the 
camera automatically snaps pictures of 
the navigational instruments at inter- 
vals, compiling a pictorial flight record. 


? An engineering application 


Another photographic innovation 
involves the huge view camera used in 
engineering reproduction. ‘This 814- 
ton camera turns out photographic 
copies of original drawings for posters, 
templates, illustrations, and charts. It 
can reduce or enlarge these copies from 
fractions of an inch to five by ten feet. 

Ryan has evolved a tricky system in 


methods 





Rs hy 





reproducing templates which is called 
“flop master.”” Both sides of a symmetri- 
cal design are reproduced from half a 
drawing. It’s an exacting technique, 
requiring precise alignment of a re- 
versed negative, but it cuts drawing 
time by fifty percent. 

The room-sized camera is also capa- 
ble of transferring engineering draw- 
ings directly to the material from 
which experimental parts are to be 
made. ‘This photographic short-cut re- 
quires a special Ryan-developed sub- 
stratum solution which permits the ad- 
hesion of sensitized emulsion to all ma- 
terials—aluminum, steel, wood, plas- 
tic, etc. The solution maintains an un- 
distorted photographic pattern when 
parts are stretched or bent in forming. 

Engineering reproduction cameras 
have other uses. Scale projections for 
use in making dies are enlarged to the 
proper size to compensate for cast 
metal shrinkage; blueprint paper is 
saved by reducing engineering draw- 
ings to any desired scale; and correc- 
tions on later drafts of drawings are 
made very simple when applied to 
“vellum second originals.” 


Metal analysis photography 


Perhaps one of the most interesting 
technical jobs at Ryan is performed by 
the laboratory analyst, who utilizes a 
“metallograph” on specimens of metals 
to illuminate and photograph their 
granular structure in order to deter- 
mine their properties. 

Magnified 25 to 1,000 times by this 
instrument, even the most minute flaw 
or unusual structure in a metal sample 
easily catches the practiced eye of the 
analyst. She then makes a permanent 
record of her findings for future ref- 
erence and study by means of an at- 
tached camera. 

Used by the F.B.I. in solving federal 
crimes, the metallograph serves Ryan 
in much the same way—and to Ryan’s 
metallurgists, at least, their “‘cases” 
are fully as exciting as any claiming 
the attention of J. Edgar Hoover. 

One of the combination camera- 
metallograph’s recent jobs involved a 
new alloy which was disappointing in 


New...a Typewrt 


that gives oh xeet 


plus long mileag 


* with a special bonus 
-»-Carter's Silvertip 
Clean End, to keep 
fingers clean... 
Secretaries happy 
when ribbons 
are changed. 


OF ba as ae Super 


Nylon Ribbon 


Carter’s “Super Nylon”, with 
the Silver Tip, gives typed 
letters that “steel engraved 
a] . la hl 2° 
Executive Tone. 


Carter’s “Super Nylon” 
gives you more “mileage” 
per penny than ordinary rib- 
bons. 


Carter’s “Super Nylon” 
comes in three inkings, and 
in special tough fabrics for 
hard-pounding electric type- 
writers ... 


These are just three good 
reasons why Carter’s Super 
Nylon ribbons are actually 
less expensive than ordinary 
“economy brand” ribbons. 


For real proof of Super 
Nylon superiority, buy a 
dozen from your local dealer. 
We have a hunch that after 
you have given that trial 
dozen your own rigid test, 
you'll Standardize on 
Carter’s Super Nylons. 


On Sale at Leading Stationers and Office Outfitters 


THE CARTER’'S INK COMPANY 
CAMBRIDGE 42, MASSACHUSETTS 


(Circle 567 for more information) 


its first production tests at Ryan. The 
new metal simply did not respond as 
the manufacturer said it would. Photo 


graphs of the inner structure of the 
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metal indicated it had been subjected 
to excessive temperature during the 
heat treatment. An amply photo-illus 
trated report went back to the manu 
facturer and 
heat treating operation uncovered the 


a subsequent check of 


error. The pictures taken through the 


metallograph had broken the case. 


4 Photos show job to applicants 

Personnel offices have been making 
use of photographs on employee rec 
ords since the time of daguerreotypes. 
But one Ryan employment interviewer 
hit upon an ingenious method of util- 
izing pictures to screen applicants. It is 
highly successful from the standpoint 
of both the company and the prospec- 
tive employee. 

Processing 100 applicants a day for 
605 job classifications requires a lot of 
talk. And sometimes what an interview- 
er means by the technical terms he uses, 
and the applicant’s interpretation of 
them are miles apart. For the sake of 
both brevity and clarity, this inter- 
viewer started using photographs to il- 
lustrate job descriptions. 

A good percentage of the people who 
come to Ryan have worked in other 
parts of the country where jobs, ma- 
chines, and skills often have different 
names. When looking for an arc weld- 
er, for example, an interviewer may 
waste time testing a man for the job if 
his experience has actually been in gas 
welding. Since most misunderstandings 
are unintentional, it has been found 
that using eliminates this 
trouble from the start. 


pictures 


Now. each personnel interviewer 


uses an indexed loose-leaf folder filled 


with selected 8” x 10” photographs | 


which point out, instantly and graph- 
ically, job requirements that used to 
take half an hour to describe. 


A) Safety movies pay off 

An informal, but important phase 
of Ryan’s motion picture operations 
are the safety movies made for the 
Safety and Welfare Department. A two- 
man team turns out these dramas in 
color that faithfully reproduce the cir- 
cumstances of accidents in the plant, 
usually starring the actual victim in 
“As it Happened” and “How it Could 
have been Prevented” sequences. Work- 
ers and supervisors are enthusiastic 
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Purchase Requisitions 
Receiving Reports 
Bills of Material 
Consolidated Reports 
Production Orders 
Shipping Notices 
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Find How Copyflex Can Simplify 
and Speed the Following Paperwork : 


Accounting Reports 
Payroll Records 
Invoices 

Tax Returns 

Sales Analyses 
Inventory Records 











Copy Cals 


That You Can 


Look in almost any department of your company, and you'll find 
valuable personnel who are forced by paperwork to become “copy 
cats.” They copy by hand the same original information from one 
departmental form to another. Their work is costly, slow, often 
inaccurate. 


Modern Copyflex does the work of “‘copy cats”—faster, at far less 
cost, and without errors. Basic information is written only once— 
departmental copies are mechanically reproduced from the original 
action paper. Letter-size copies are produced at less than a penny 
each for materials. Copyflex one-writing systems speed and simplify 
purchasing, production, shipping, invoicing, accounting, and a host 
of other operations. They free personnel for other important work, 
give you tighter control of operations, save thousands of dollars. 


Copyflex machines are quiet, clean, odorless. They require only an 
electrical connection, can be operated by anyone. 


Choose From Bruning’s Complete Line of Modern, 
Efficient Copyflex Copying Machines, Including the 


New Copyflex Model 250.... 





MODEL 100 














MODEL 30 MODEL 500 


Compact, desktop machine copies origi- 
nals 11 inches wide by any length. Makes 
up to 300 letter-size copies of one or 
many different originals per hour. 


Designed for business offices with mod- 
est budgets and moderate copying needs. 
Unbeatable for its combination of low 
price, high speed, quality prints. 


A new, ultra-fast, heavy-volume machine 
with automatic stacking, front or rear de- 
livery, automatic separation, and a host 
of other advanced features. 


eeeeee7e7#n31+eeneeneseeseenreeseeeeeeeeeeeeeeeeeeneeeeee#eee#e¢@#e@6mUhhmUhUchhUcChUhHhUhO 


CHARLES BRUNING COMPANY, 


INCORPORATED 


4700 MONTROSE AVENUE, CHICAGO 41, ILLINOIS 


In Canada: 


Charles Bruning Company (Canada) Ltd., 105 Church St., Toronto 1, Ontario 


(Circle 562 for more information) 
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Waste Time and Money 
Save With BRUNING Copyflex! 









NEW MODEL 250 automatically stacks them in controlled 


It's the newest and finest of its size for general sequence. Delivers copies into front delivery 
office usage. Produces up to 1,000 letter-size tray, conveniently located at eye-level and 
~~ copies per hour. Handles any size standard equipped with a movable magnetic shelf stop 
f office form, including largest accounting work- for positive stacking of various-size copies. 
: sheets. Occupies less than a square yard of Automatic separation of copies from originals 
MODEL 93 floor space. Provides fast return of originals, provides convenient one-step operation. 
A big, fast, virtually automatic machine 


for business offices with unusually heavy 
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copying requirements. Provides auto- 
matic separation of copies from originals. 


.-..-( BRUNING )..-% 
Copies anything typed, written, eS 
printed, or drawn on ordinary “ 





Charles Bruning Company, Inc., Dept. 112-F 
4700 Montrose Avenue, Chicago 41, Illinois 


Please send me information on Copyflex process 
(") Model 250 [—) Model 100 (() Model 30 [) Model 500 [—] Model 93 























Name Title 
Company 
translucent paper—in seconds. Atiieonn 
Specialists in Copying Since 1897 City County State 
(Circle 562 for more information) 
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about the memorable wallop these 
“home” movies pack. Ryan’s excep- 
tional safety records of 230 days and 
over five million man hours without 
one disabling injury (as of June 16, 
1955) testifies to the effectiveness of 
this and other points of the program. 
Motion pictures are still primarily 
the province of the public relations 
and engineering departments which 
write, produce, and edit both silent and 
sound films for audiences of military 
service specialists and for the public. 
Currently, a quarter hour, 16mm 
picture in sound and color showing 
the history and performance of Ryan’s 
Firebee, the World’s first jet target 
plane, is making the rounds of clubs 
and schools. Recently, a 4-minute news- 
clip on the Firebee also was shown 
nationwide on TV screens and in news- 
reel theatres. Much of this film was 
shot by Ryan photographers at Gov- 
ernment facilities under official Air 
Force and Navy supervision, m/m 


“worth 


Professionals don’t make wills: 
Probably half the professional men 
and women of this country have no 
wills, according to an extensive sur- 
vey of the will-making habits of 
college graduates recently completed 
by Teachers College, Columbia Uni- 
versity. All groups share the general 
carelessness toward drawing up the 
important document. The survey 
was conducted as part of a study of 
the gift and bequest preferences of 
college graduates. Nearly 22,000 of 
45,000 persons answering the survey 
questionnaire said they had no will 
at all. A large number of respon- 
dents flatly stated they didn’t know 
how to make a will. One of every 25 
individuals who commented on this 
point offered this reason for having 
no will, apparently unaware of the 
function of legal counsel in this sit- 
uation. Many complained of pos 
sible high legal fees charged for 
drafting a will, apparently unaware 
that lawyers’ fees for will drafting 
are usually nominal. Many people 
are permitting themselves to be un- 
duly penalized by taxes and by the 
expenses of settling an estate in the 
absence of a will. A properly drawn 
testament gives careful attention to 
tax benefits and other economies. 
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You Get Things Done With 
Boardmaster Visual Control 





vx Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

vy Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

vy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

ve Ideal for Production, Traffic, Inventory 
Scheduling, Sales, Etc. 

vy Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


Complete price $4gso including cards 
| | 24-Page BOOKLET NO. M-200 
FREE Without Obligation 


Write for Your Copy Today 
GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 


(Circle 589 for more information) 
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in wider 
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Check these exclusiv | 
“th Signals available Be 
tt of sizes: all are strong 
variety S 
ae two pieces 


f 
are mage © other long- 


Smith Signals d steel. an 


of hard tempere 
life factor. 
Jaws ha bg ? 
stronger 9": Available in '/,"" to 
wont bend 2" widths; choice 
away #rom of 12 plain colors 
card stock or imprinted 
Records alphabetically, by 
can't snag: states, months, 
numbers, or to fit 
~ See Your Office | special needs. 
Supply Dealer 
_ or Write 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


For More Than 50 Years a Complet« Line 
of Time-Saving Signals and Indexes 
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questions and answers about 


Marketing audits... 


a new tool of management 


QUESTION: Mr. 


den uproar 


Harger, why the sud- 
about marketing right 
now; Every big firm seems to be in the 
throes of a “scientific study” of sales. 


Has a plague hit sales management? 


ANSWER: Yes, in a way. 


called “automation.” 


The plague’s 
The automated plant 
and there are more and more of them- 
is economical only if production moves 
at the prescribed rate. For example, once 
a company fixes the number of machines 
and the rate of production for its prod- 
ucts, they're in trouble if sales start to 
slump. Management really sticks its neck 
out in order to reap the savings from 
ultra-scientific production. Selling is show- 


ing signs of not keeping pace. 


QUESTION: In what way? What’s 


wrong with sales? 


ANSWER: Several weaknesses are starting 
to show. In the first place, you can’t find 
answers to sales problems in_ statistical 
data alone—even in the infrequent cases 
where data is adequate. Secondly, man- 
agement simply cannot depend on_ the 
type of information from the marketplace 
that usually comes “through channels.” 
It’s too watered down to be of much use. 
Finally, manufacturers (particularly in con- 
sumer lines) have little or no control 
over the outlets through which their prod- 
ucts reach the user. Most firms today 





THE AUTHOR: Mr, Harger has been a senior 
partner of James E, Jump & Associates, consult- 
ants in marketing, for the last six years. Prior to 
that he was Eastern Sales Manager for a major 
soft goods manufacturer, has had broad experi- 
ence in the aviation industry, and was a member 
of the faculty of Northwestern University School 
of Commerce. 


by James H. Harger 
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need a true marketing audit—and_ that’s 
what many are doing. You called it a 


“scientific study” a minute ago. 


QUESTION: What exactly is a ‘“mar- 


keting audit?” 


ANSWER: An intensive, periodic check- 
up in which a company’s product policy 
and sales operation are stripped to the 
skin and examined, organ by organ. 


QUESTION: Doesn’t that mean a com- 
pany would have to be in real trouble 
before having an audit? 


ANSWER: No more than that a man must 
be half dead before seeing a doctor. Mar- 
ket changes are easy to diagnose in retro- 
spect. We know now that there’s no 
future in iceboxes and that flat-belting 
has been replaced by V-belts in industry 

but the trick is to spot tomorrow's up- 


heavals today. 


QUESTION: How does the marketing 
audit overcome the weaknesses you 
described before? What’s new about it? 


ANSWER: It takes the producer into the 
marketplace and not only shows him what 
goes on in his customers’ outlets, but 
evaluates the findings so they can be put 
to practical use. 


QUESTION: How does the audit differ 


from a “market survey?” 


ANSWER; A survey seeks basic facts, which 
can often be useful to more than one com- 
pany, i. e., how many loaves of bread are 
sold each day in Peoria, and which are 


white or whole-wheat? Or a survey would 


test. six new products among consumers. 
An audit, on the other hand, would not 
only get the consumer preference, but de- 
termine whether the company has the sales 
force, outlets, etc., to sell the product. 


QUESTION: Let’s get right down to the 
nuts and bolts of it. Exactly how does 


a market audit work? 


ANSWER: In broad outline, it consists of 
three phases: (1) Determining the com- 
pany’s underlying philosophy: why does 
it make and sell what it does? This its 
usually hammered out with top manage- 
ment in detail (and in writing!) so there 
is general agreement at the start on the 
company’s long- and short-range objectives. 
(2) Studying the market environment: 
how are the company’s products received 
in the field, and what do customers and 
prospects think of them? (3) Studying the 
market operation: How does the sales or 
ganization function, and what do custom 
ers think of it? 


QUESTION: How do you get started on 
an audit of this kind? 


ANSWER: There’s no. standardized rou- 
time. ‘The auditor can plunge into any 
phase of the market system, following one 
lead to another. Much depends on _ the 
interviewer himself. He must disarm the 
customer or dealer or salesman so. that 
answers are candid. “What do you think 
of the boys from Kelvinator, Frigidaire, 
and GE?” he'll ask a dealer, giving no 
indication which company he represents. 
To avoid distortions, no one source is ever 
taken at face value. Everything is cross- 
checked. 


the technique of quantitative, qualitative, 


When indicated, the audit uses 


motivation, and operations research. 
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CASE HISTORIES 


1 Electronics 


WHAT’S THE BEST WAY to introduce a new electronics item used on pleasure craft? 
A marketing audit, which studied peculiarities of the market and_ potential 
users’ reactions to the product, came up with this recommendation: Get social 
leaders at yacht clubs, marine basins, etc., to install the product on their boats. 
Boat-owners love gadgets, notice a novel one anywhere, and usually want some- 
thing the leaders have. 

The technique worked perfectly in a few test areas. Dealers were approached 
for the product before they even had it in stock. Armed with these successes, the 


company passed the formula onto local dealers everywhere. 


2 Automobile parts 


UNDER PRESSURE from wholesalers who clamored for bigger discounts, an auto- 
motive parts manufacturer decided to find out why the wholesalers’ own costs 
were so high. An audit showed that special services to customers were cutting 
seriously into profits. For example, many wholesalers were not only filling small 
orders, but they were sending out delivery trucks when summoned by garages 
for 15-cent items! 

The manufacturer recommended—and the wholesalers adopted—such remedial 
steps as minimum order requirements, consolidation of deliveries, etc. These not 
only resulted in higher wholesaler profits, but also squelched arguments for higher 
discounts. 


3 Transportation 


“HOW GOOD are our sales methods?” asked a carrier. The audit, which showed 
they had not kept up with changing buying habits, resulted in a major over- 
haul of company’s selling technique. The findings: Nowadays it’s the “clearing” 
sections of businesses (switchboards, traffic units, accounting departments) which 
buy tickets—not the individual traveling executives. 

Under these circumstances, soliciting travelers personally was costly and _ inef- 
ficient. 


The carrier redirected sales efforts to the other groups. Incidentally, 


subsequent audits are changing, and widening, management’s horizons even more. 
New studies show travel to be an active competitor with all types of recreation 


even with durables—for consumer dollars. 


4 Office equipment 


AN OFFICE EQUIPMENT company launched a new consumer product through office 
equipment stores. When it landed with a dull thud, the manufacturer called 
for an audit. The result indicated, in effect, that consumer products should be 
handled by specialists. An experienced consumer goods designer was summoned 
to redesign the product, and distribution was switched to manufacturers’ repre- 


sentatives who placed the item in regular furniture stores. 


) Appliances 


A WHOLESALER of consumer soft goods contemplated selling an appliance line to 
be used to maintain the soft goods. An audit, during which dealers were ques 
tioned intensively, showed the dealers were reluctant to take on the appliances. 
Faced with the high promotional cost of prodding disinterested outlets, the whole- 
saler abandoned the whole idea. 

Later audits not only confirmed the truth of these findings, but showed the 
need for even more specialization within the product group handled. Sales in 


creased when the wholesaler concentrated on specialty selling. 
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QUESTION: In lay terms, just what do 
you mean by these techniques? We've 
heard a lot about them lately—particu- 
larly Motivation Research. 


ANSWER: Quantitative research works like 
“Twenty Questions’—you don’t know 
what the next question will be until you 
get the answer to the preceding one. It’s 
the opening, fishing stage. Qualitative re- 
search digs deeper, goes into the how and 
why. It should always be face-to-face, 
never a questionnaire. Motivation re- 


search (usually for consumer products) 


tries to discover the reason—or emotion or 
attitude—that causes one to buy this lip- 
stick and that breakfast cereal. It is han- 
dled best in group interviews. The ex- 
perienced auditor gets unbiased response 
by questioning the group on three sub- 
jects without revealing which of the sub- 
jects is pertinent. Operations research con- 
sists of creating mathematical models that 
begin with raw materials at one end and 
the final price at the other—leaving the 
whole middle area of programming, pro- 
duction, distribution, warehousing, etc., to 
be reconciled to the two ends. 


(next page, please) 





AUTOMATIC ORDER WRITING 


with FLEXOWRITERS 









e 50% FASTER 

e REDUCES ERRORS 
e SAVES REWRITING 
e EASY TO USE 


Here’s how a steel company applies the Flex- 
owriter Programatic Automatic Writing Ma- 
chine with Edge Card Punch and Reader to 
the automatic writing of purchase orders. 
Master heading and item Flexowriter Edge- 
Punched Cards, prepared on the Flexowriter, 
feed into the same machine, which types the 
purchase order automatically ... at 100 words mit information, control 
per minute. Simultaneously, the Flexowriter 9vtomatic addressing ma- 
automatically punches one or two by-product 
tapes containing complete or selected informa- 
tion for the processing of other records through 


tape-operated business machines. 
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FLEXOWRITER 
PROGRAMATIC 


By-product tapes may be 
used to: write other docu- 
ments, control tape-to- 
card punches, wire trans- 


chines, feed data process- 
ing and other tape oper- 
ated business machines. 


Complete flexibility is afforded in this systems machine. It punches and reads 







codes in edge-punched cards as well as in paper tape. 
Flexowriters integrate data processing in all kinds of 

businesses. For details on actual systems applications, ask 

for folio ‘How Flexowriters Integrate Data Processing.” 
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Dept. MM-115 
1 Leighton Ave., 


Rochester 2, New York 


Call or Write your CCC Systems Specialists 
listed in Classified Telephone Directory. 
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The Kind of a Service 
You'd Choose for Yourself 


AERO ; 
Mayflower : 
NATION-WIDE FURNITURE MOVERS 


EASY for You...SAFE for Your Furniture 


If you had to move to another city you’d want the finest moving 
service you could buy . .. one you could depend on to take the 
work and worry out of your move. The same is true of employees 
your company transfers to new locations. And it’s good business 
to see that they get that kind of service. It means a quicker move, 
less time away from the job, no distracting worries and time-con- 
suming details to settle. Mayflower moves are safe and easy. Let 
our nearby warehouse agent show you, or your associates how 
Mayflower can save time and money for your company! 


AERO MAYFLOWER TRANSIT CO., INC. «+ INDIANAPOLIS 










Mayflower Service is available through selected 
warehouse agents throughout the United States and 
Canada. Your local Mayflower agent is listed under 
Moving in the Classified section of your telephone 
directory. 


AMERICA’S FINEST LONG-DISTANCE MOVING SERVICE 
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Isn’t it a good idea to pin- 
point a specific problem? I doubt 
whether the average management 
would be satisfied with a general all- 
purpose approach until they saw where 


they were going. 


Yes and no. Management isn't 
always the best judge of their own prob- 
lems. ‘The specific ‘‘assignment” could be 
a good jumping-off point for the audit 
only if management will concede that it 
may not be the crucial problem at all. 
The trouble comes, for example, if audi- 
tors are forced to pursue dealers as the 
villains, when investigation shows that the 
product is deficient or that the sales force 


is sagging. 


\re audits one-shot affairs? 


They can be, but since noth- 
ing about marketing is ever fixed, audits 


are usually repeated regularly. 


How often? 


Generally, once a year. While 
most follow-up audits take less time than 
the initial ones, it’s surprising how much 
“basic” information must be reviewed each 
time. Even company policy isn’t fixed. 
Obviously, when a publishing house like 
Street & Smith shifts from pulp magazines 
to slicks, or when a manufacturer like 
American ‘Type Founders takes on every- 
thing from tape recorders to dinette fur- 
niture to military electronics—manage- 
ment’s “underlying philosophy” changes 
appreciably. 


Che approach you describe 
makes sense, Mr. Harger, but wouldn’t 
you say that a marketing audit is strict- 
ly a big-company luxury? 


It's true that big companies 
can’t afford not to check themselves. But 
smaller outfits often waste more money on 
hunches and hearsay—also known as “‘seat- 
of-the-pants” strategy—than they'd need 
for an objective investigation. Look at 
the appliance company which took a ter- 
rific beating when it backed the small- 
family trend and specialized in apartment- 
sized refrigerators. Or the manufacturer 
of a consumer durable goods line who 
seriously considered setting up factory 
controlled stores to handle its own items 
exclusively. In this last case, a potentially 
disastrous excursion into retailing was 


abandoned when a study of shopping pat- 





terns proved that, above anything, con- 
sumers want a wide selection of merchan- 
dise in the store. 


Don’t many sales managers 
look at an audit as a sign of weakness? 


Unfortunately, many sales ex- 
ecutives seem to think that way. Actually, 
a marketing audit, as such, reflects no 
more on the sales department than an 
accounting audit does on the treasurer, 


or legal counsel does on staff lawyers. 


Is there any way to avoid 
placing the onus that comes with dis- 


covering weakness? 


It isn’t easy. What manage- 
ment wouldn't look around for the place 
to pin responsibility? On the other hand, 
the “innocent” are also exonerated. For 
example, the engineering department of 
a tractor manufacturing company designed 
a powered wheelbarrow which didn’t sell. 
Engineers blamed _ salesmen, salesmen 
blamed engineers. An audit—in_ which 
customers and dealers were interviewed— 
proved clearly that the product wasn’t 
good enough. It couldn’t climb a_ grade 
with a load. The wheelbarrow is off the 
market, and these salesmen are off the 
hook in this case. 


Can an audit conducted 
by the company itself be objective? 


I don’t see how. If the sales- 
men do the research—which is what usu- 
ally happens—the project will die a-born- 
ing. Salesmen aren’t qualified for the 
work. It brings them into open conflict 
with their loyalties, and they aren’t likely 
to get candid answers from their own 
customers. About the only advantage to 
using salesmen is that the experience 
sometimes broadens their view of company 
selling problems. Far more satisfactory, 
as far as internal marketing audits are 
concerned, are research groups reporting 
directly to the president, and consequently 
not subject to intradepartmental pressures. 


What does the outside con- 
sultant have to offer? 


Objectivity and experience. 
The consultant doesn’t identify the com- 
pany during interviews, isn’t under in- 
ternal pressure to produce the “right” find- 
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WHEN does a 
company need a 


marketing audit? 








To settle disagreements among 
company officers on marketing 
policy and operations. 


To learn characteristics of 
specific geographical markets. 


To size up present and potential 
channels of distribution. 


To evaluate coverage, penetra- 
tion, and product saturation in 
each end-use market. 


To spot new trends in products, 
distribution, or consumption. 


To pinpoint strength and weak- 
ness in product, product policy, 
sales operation, or sales policy. 


To feel out opportunities for 
new products, either on a "just 
fishing" basis, or for specific 
products. 


To determine best methods for 
marketing new products. 


To decide when shifts are 
needed in marketing policy or 
operation (new or fewer chan- 
nels of distribution). 


To test the effectiveness of 
packaging, cartoning, or point- 
of-purchase displays. 


To appraise the physical hand- 
ling operation — warehousing, 
handling, etc. — in terms of 
market needs, 


To set up the best methods of 
sales analysis, control, and ad- 
ministration. 


To design and conduct test 
marketing programs for new or 
old products. 


To measure consumer attitudes 
toward the company, its poli- 
cies, products, services, and 
methods of distribution. 


To identify and analyze con- 
sumer buying habits. 


To evaluate the marketing per- 
sonnel. 
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Globe-Wernicke Techniplan’s modular principle 
imparts such great flexibility to planning that you 
can “tailor-make” your office to your own require- 
ments. For example, you can select from many 
types and sizes of partitions to provide sections 
or departments with any degree of privacy, which 
encourages higher production by reducing dis- 
tractions of sight and sound. In addition to prac- 
tical, money-saving considerations, you'll like 
Techniplan’s modern, business-like appearance. 





MANUFACTURERS OF THE WORLD’S FINEST OFFICE EQUIPMENT, 


Techniplan L-shaped work stations, separated by low partitions. 


you'll find GLOBE-WERNICKE office equipment everywhere ! 





Globe-Wernicke Techniplan, the original modu- 
lar steel office equipment, scientifically integrates 
work stations so that all available space provides 
maximum utility. With skillful arrangements, 
Techniplan will bring unparalleled efficiency and 
pleasant working conditions to any office. Ask 
your Globe-Wernicke dealer, listed in the phone 
book’s “Yellow Pages” under “Office Furniture”, 
for full details on Techniplan. He'll gladly help 


you work out arrangements. Or, write us direct. 


Stwe&t-W £ RN UGK CE 





CINCINNATI 12, OHIO 


SYSTEMS, FILING SUPPLIES AND VISIBLE RECORDS 
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ings, and has no preconceived notions 


about their problems or their solutions. 
And remember, the consultant does some- 
thing no internal group could attempt: 
he sizes up the company. He tries to 
find out if it has the necessary staying 
power—in morale and temperament as well 
as money—to take on the contemplated 
product or market. 


QUESTION: Are audits ever conducted 


without telling field offices? 


ANSWER: Not that I know of. It would 
be bad for morale, and for the survey 
itself. Of course, the auditors shouldn't 
tip their hand, and frequently management 
can say no more than “We're having a 
marketing audit” to the men in the field. 
There's 


nothing to be gained from. se 


crecy ex¢ ept rumors. 


QUESTION: 
selecting a marketing consultant to do 
the marketing audit? 


How does one go about 


Now SCRIPTOMATIC offers 

AUTOMATION — COMPLETE 
PUNCHED CARD SELECTIVITY 
with HIGH-SPEED ADDRESSING 
.ooin a SINGLE MACHINE RUN! 


NEW 
ELECTRONIC SENSING 
MECHANISM 
PROVIDES 
LIST HANDLING 
FLEXIBILITY 
AND CONTROL 


Never Before Possible 





By means of programming the data input panel on Scriptomatic’s new electronically 
equipped addressing machines, you get selectivity on the basis of a particular 
hole punched in the master card... or lack of a hole... or a combination of holes. 
This means you now can select, reject, print or skip cards at the same time you 
are addressing them. Automatic counters may be installed to give you up-to-the- 
minute counts on all the "if’’, ‘‘and”’ or ‘‘but’’ categories you have programmed. 


Sensing mechanism and master cards are designed by Scriptomatic specially for 


your individual requirements, or the master may be a standard punched card. 
Write today for more detailed information on this new development and other 


Scriptomatic methods and equipment. 


® Scriptomatic is a registered Trade Mark of Scriptomatic, Inc. 


SCRIPTOMATIC INC. 


310 North lth Street, Philadelphia 7, Pa. 
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ANSWER: 
lawyer, a CPA, or an engineering service: 
by reputation. Check the other clients. 


The same way you'd pick a 


QUESTION: 


judge auditors? 


By what yardsticks do you 


Here’s what to ask: 


ANSWER: 


How did they affect company morale? (Good 
ones don't throw personnel into a panic.) 

Have their findings been useful? Was the cost 
self-liquidating? 

Do they seem to pull their punches? 

Are their personnel capable and experienced? 


Unfortunately, the last is a tough one for 

clients to answer. Yet it’s very important 
that seasoned people with solid marketing 

and interviewing experience—not juniors 
do the field research of the audit. 


QUESTION: To 


sonnel get involved in an audit? 


what extent do pei 


ANSWER: If the researchers are to be 
fully 
products, and sales operations, they will 


briefed on company organization, 
have to ask advertising, sales, sales pro- 
motion, and the line sales organization 
Others 


who will probably be asked to tell what 


to describe themselves in detail. 
they do are the product design and de- 


velopment people—especially when a new 
product is contemplated. 


QUESTION: 


ment come into the auditing picture? 


Where does top manage- 


ANSWER: At the very beginning to call 
the signals during progress meetings, and 
at the end to make final decisions. For 
example, in a diversification study, only 
top brass can set limits of time and money 
the company is prepared to spend on mar- 
ket exploitation. Before deciding whether 
a venture is worth taking, the auditors 
must know how much can be expended 


QUESTION: What happens when man- 
agement cannot bring itself to believe 
the audit’s findings? 


ANSWER: Naturally, this shouldn't hap- 
pen if the auditors were chosen with care 
When 
arises for any reason—poor preliminary 
briefing, unskilled auditors, etc.—the best 


and confidence. dissatisfaction 


bet is to haul the doubting company brass 
out into the field, incognito. Many an 


executive has found it quite an _ eye- 
opener to shed his rank and get a small 
sampling of what his customers and outlets 


really think. m/m 


| 
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lots of sorters »+- 


but only ON. E fé 
Koklhaas 









gots the Easy-Action vertical paper sorter 
that answers the need for sorting efficiency in 
any business having large or small sorting 
problems. Every Vert-A-Sort Installation made 
has resulted in increased production, no matter 
what sorting methods were used before! 


. +. Made in a variety 
of sizes, all of which 
can be indexed to suit 
your needs. 


Built for years of 
efficient use! 





Ahlhaas 
VERT-A- SORT 


for Complete Details 









PIN THIS AD TO YOUR LETTERHEAD 
and mail to: 


THE thbhaas COMPANY 


12 §. CHICAGO AVE. 
CHICAGO 17, ILLINOIS 
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GRAPHIC FACTS 






And you can make graphs 
yourself quickly, easily 
ond save the cost of the 
Kit with your first chart 

. without ever touching a pen! 


Translating information into chart form is the best 
way to sell your story quickly and dramatically 
and NOW—with Chart-Pak—everything you need 
is printed on rolls of tape! You roll on dotted lines, 
bars, figures, dates. You can’t make a costly error— 
it can be taken up as quickly as it is put down. The 
average charting time is minutes—the cost—far be- 
low $1.00. And you or your secretary can do it. 


A complete kit with twenty-eight 
300” rolls of many patterns and 
colors is only $34.50. 
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CHART-PAK, INC. 

100 Lincoln Ave. « Stamford, Conn. « Dept. 96K 
Please send me Chart-Pak Method data on: 
. Graphic Charts (CO Office Loyout 

Organization 

tt Lj Plant Layout 
Company 
Address. 

City State 1176 
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More companies now use 


MANAGEMENT This “touch operated” 
DEVELOPMENT 
PROGRAMS 10-key keyboard 





es Nore §=companies now 
have organized programs for developing accounts for the amazin Ss eed and 
future leaders than ever before, accord- g Pp 

ing to a new survey by the American Man- 
agement Association. Fifty-four percent ‘ ‘ . 
of the companies surveyed have some sys- simplicity of the Underwood 
tematic plan, program, or method for de- 

velopment of management responsibilities. 
An additional 21%, though without formal 
programs, have designated members of 
their organization to guide or promote 
management development. In all, 88% 
are giving regular attention to the prob- 
lem. Evidence that this is a new trend in 
business is provided by the fact that more 
than 80°% of the programs reported in 
the survey have been in effect for ten 
years or less, while more than 60% of them 
are five years old or less. 

The new survey covered 460 companies 
of all sizes located throughout the United 
States. Forty-five per cent are durable- 
goods manufacturers; 31% non-durable- 
goods manufacturers; 5% 
services; 7% financial and insurance firms; 


are in trade or 


and 5% are in other types of business. 
Forty-eight per cent of these companies 
have fewer than 1,000 employees; 31% 
employ 1,000 to 4,999 people; and 21% 
have work forces numbering 5,000 or more. 

Among the companies that reported 
having definite programs for developing 
management people, more than half ex- 
pressed satisfaction with the results they 
are getting and only two per cent ex- 
pressed definite dissatisfaction. Generally 
speaking, the companies that reported 
greatest success were those in which the 
management development program has 





clear-cut and specific objectives, covers all 


levels of managerial personnel, employs a Within a few hours anyone in your office can become all-purpose machine that will handle all your account- 
variety of methods, and has been in effect proficient on the Underwood Sundstrand Model E ing needs. Tailored to suit your exact requirements, 
for ten years or more. m/m Accounting Machine. it will reduce the cost of posting all accounting records 
The secret, of course, is the 10-key keyboard. Opera- — such as Accounts Receivable, Accounts Payable, and 
tors use the fast, effortless touch method. There’s no Payroll Records. 
need for them to keep shifting their eyes back and For case-history proof of the way the Model E 
forth from media to keyboard. As a result, they has saved time and money for businesses like your 
quickly acquire high-speed posting rhythm. own, phone your Underwood Office (you'll find the 
The Underwood Sundstrand Model E is a low-cost, number in the Yellow Pages), or write us today. 





UNDERWOOD CORPORATION 



































One Park Avenue, New York 16, N. Y. 
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A VACCINE FOR TB? 


A brief statement by 
JAMES E. PERKINS, M.D. 
Managing Director, National Tuberculosis Association 


At the present time there is not a satisfactory vaccine 


against TB. 
After years of study, a vaccine, called BCG, was devel- 
oped that does increase resistance . . . but gives neither 


ne nor predictable protection. 

Tuberculosis poses peculiar problems to researchers 
seeking an immunizing agent. Vaccines have been most 
successful against diseases where a single attack of the 
disease itself brings about immunity against future attacks. 
This, unfortunately, is not true of TB. One attack is no 
uarantee against future attacks of tuberculosis. In fact, 
TB i is notoriously a “relapsing”’ disease. 

However, in the "wacharted future of science and medi- 
cine, it is certainly possible that a vaccine could be devel- 
oped that would confer strong and lasting immunity. Or 
the secret of preventing tuberculosis may lie elsewhere... 
in enhancing nutrition for example, or perhaps a superior 
drug can be used to prevent as well as treat TB. 

The important thing is that all likely avenues are being 
carefully investigated. This past year questions pertaining 
to immunity and other problems connected with tubercu- 
losis were being studied in more than 40 clinics and 
laboratories . . . under medical research grants made pos- 
sible by your purchase of Christmas Seals. 

Your past support has helped save hundreds of thou- 
sands of lives. Your continued support will help hasten 
the day when medical research will find the answers to 
perplexing problems which must be solved to bring about 
the conquest of tuberculosis. 

You can help speed that day... by buying Christmas Seals. 


BUY AND USE 
CHRISTMAS SEALS 
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Because of the importance 
of the above message, 
this space has been con- 
tributed by 


it’s in your bag! 
the SAVINGS by using 


SPRING-DEX" 


the vertical and visible wonder! 
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/ your present sys- 
/ tem, you can con- 
vert to this easy 
labor-saving method 


1/10 the cost of Visible. 
ALL the Advantages of Vertical and Visible. 


Effective Tools for Effective Management 
WASSELL ORGANIZATION, INC. Westport, Conn. 
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Unwanted Xmas Gifts.... 


policies and politics 


Me Christmas gift giving, 
though a widely accepted business practice, 
often results in some nasty problems. Take 
this case: the gift giver receives a lette: 
from one of his biggest accounts requesting 
him not to send gifts to their employees. 
The gift giver knows that certain em- 
ployees expect a present anyway. If he 
sends a gift, he runs the risk of causing 
trouble at the management level. If he 
doesn’t send the gift, the employee will 
probably look for a new supplier. 

According to a recent survey by Sales 
Management Magazine, about 5°, of all 
companies maintain a policy of not allow- 
ing their employees to receive gifts. But 
how can the company enforce this policy? 
It is dangerous to sever business connec- 
tions with suppliers because of the sup- 
plier’s failure to comply with the policy. 
It is also damaging to morale to insist that 
employees who receive gifts turn them over 
to management. 

A good example of how these problems 
come into being is shown in the following 
letter to suppliers from the Vice President 
in charge of Purchasing for the Interna- 
tional Business Machines Corporation. The 
letter is a well-conceived public relations 
gesture. It combines an early Christmas 
greeting with a delicately contrived and 
non-irritating statement of policy discour- 
aging gift giving. 


Dear Sir: 

As we approach another Christmas Season 
and the end of 1955, it gives me _ pleasure 
to extend Season’s Greetings to you from 
IBM and to express our. sincere appre- 
ciation to your organization as a supplier of 
our Company. You have contributed to our 
success this year and I wish to thank you 
and your Company for the quality of products 


and services rendered, as well as for the fine 
cooperation in meeting our schedules. 

It may be, at this time of year, that some 
of our suppliers will wish to express their 
appreciation of our cooperative relationship by 
sending gifts to IBM _ personnel. We, there- 
fore, believe you will appreciate our reminding 
you that it is our policy not to accept gifts or 
any other gratuities at any time, and we re- 
spectfully ask your cooperation in carrying out 
this policy. 

With best wishes for a Happy and Prosperous 
New Year. 

Sincerely yours, 


The supplier has three alternatives wher 
faced with such a policy. He can send the 
gift to the company knowing that it will 
be confiscated and used for some purpose; 
he can forego the gift and comply with the 
company policy; or, if he feels he must 
send a gift to the employee, he can send 
it to his home. 

Once having set a policy against the 
practice of gift giving, the recipient com- 
pany is also faced with tough decisions. 
They cannot invade the privacy of thei 
employees’ homes to check on gifts received 
there. For the gifts that are received at the 
office, confiscation must be handled deli- 
cately without disturbing employee mo- 
rale. But, how can this be accomplished? 
Employees who receive gifts and subse- 
quently lose them are convinced the ruling 
is inequitable. The employee, who thinks 
his work is important even though he is 
not in a position to receive gifts, has a let- 
down if the company relaxes the rule and 
lets the employee who has received the 
gift keep it. 

According to Philip Salisbury, editor of 
Sales Management Magazine, there are sev 
eral generalized dispositions of unwanted 
gifts. Some are sold, and the proceeds are 
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STANLEY Deluxe . . + + « « 
With Tray eo 64288 68+ © 2 6 DS $78.90* 


YOU WILL FIND 


Cite Es 
SMOKERS 


These beautiful all-metal, chrome- 
trimmed stands are available, with or 
without trays, in several smart modern 
styles and colors. They won’t wobble or tip 
over. Write for name of nearest supplier 
and new illustrated brochure 11-MM. 

*f. o. b. factory 
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no more 
cold feet with 


tfectro Mat 


Production line and office 
workers can now work 


in absolute comfort 


The new low priced ELECTRO MAT throws off 
a gentle warmth that keeps workers healthy, happy 
and comfortable. 14” x21” portable foot warmer 
is safe and economical . . . consuming less power 
than a 75 Watt light bulb. It is made of high 
quality neoprene rubber. 


Attention Employers 


Increase the efficiency of your employees and help 
prevent colds which cause absenteeism by equip- 
ping each employee with an Electro Mat. 


prevent 


YO LY SRN Et sm rk a a Rr SRN ot ee 
IMPORTANT SAVING: If 6 or more Electro 
Mats ordered price is only $6.95 

Please send me: (] Electro Mat at $7.95 each. 


Mail check or Enclosed is my check (] money order (J 








money order today [) C.O.D. I am enclosing $1.00. Will pay 
Only postman balance of $6.95 plus C.O.D. fee 
$ Name — 
Street Zone 
e City State 





10 Day Money Back Guarantee 
INTERSTATE RUBBER Propucts Corp., Dept. 120 
Dealer Inquiries Invited. 908 Avila St., Los Angeles 12, California 
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WHO DECIDES 
“how much?" and "what?" 


According to the Sales Management Magazine Survey 


HOW MUCH?: Once a gift policy has been decided 
on, somebody has to determine a budget, Many peo- 
ple enter into it, with these most dominant: 


President we . ate 
Sales Manager ............ 27 
Vice-President (usually Sales) 24 
General Manager 8 
"Staff" . 4 
Committee, board, etc. 3 
Treasurer ere 2 
Division or Branch Mgrs. | 


WHAT?: Here the Sales Department has an even 
greater degree of authority. The items to be given are 
selected or okayed by: 


General Sales Manager .............. 37% 
Vice-President (usually Sales) 21 
President ...... Ia se 18 
General Manager 6 
Salesmen 6 
"Staff" 5 
Committee, board, etc. 4 
Advertising Manager = 
Division or Branch Managers I 


placed in a pool which is used for office 
parties. In other cases, the gifts are given 
outright to charity. In still others, the gifts 
are sold and the cash is given to charity. 
All surveys of the subject agree that gift 
giving is a universal practice, with almost 
70% of all companies actively engaged in 
some type of program. The practices differ 
widely with gifts ranging in cost from $1 
for a ball-point pen to $6,000 for a Cadil- 
lac car. The number of gifts sent out by a 
company varies from less than 10 to several 
thousand, with the average at 738 (accord- 
ing to the Sales Management survey). 
There is no set formula for a spending 
program, however, since each company dif- 
fers in its needs. For example, the P. Loril- 
lard Co., makers of Old Gold cigarettes, 
1,300,000 retail distributors. It 
would be too expensive to send each of 


has about 


them any sort of Christmas gift. However, 
the Crucible Steel Company, which does 
about the same dollar-volume of business 
as P. Lorillard, has approximately 500 cus- 
tomers buying 95°% of their steel. There- 
fore, they are in a position to send fairly 
nice gifts and still not run up a dispropor- 
tionate bill. m/m 






CALCULAGRAPH 


- with 


ACCURATE 


job time 
records 


CALCULAGRAPH 


figures elapsed time accurately 


Reliable job time records are essential for com- 
piling correct cost data, estimating reorders and 
checking on production efficiency. One sure way 
to secure accurate to the minute, 
dependable time costs is to use 
Calculagraph automatically-figured e 
elapsed time records. Calculagraph _ \ b 
gives you total elapsed time, , 
starting and finishing time and 
date on a permanent, printed 
reference card. Eliminate losses 
due to inaccurate job time cal- 
culations by using Calculagraph 
to time your operations. 





Agents in Principal Cities 
Ask for a Demonstration 
Call or Write Dept. 310 


(e. CALCULAGRAPH COMPANY 





& 
Ri \ SUSSEX STREET, HARRISON, NEW JERSEY 
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DELIVERS MESSAGES AS YOU WRITE! 


TELAUTOGRAPH* 


TELESCRIBER SYSTEM 





Sends handwriting instantly to one or many stations 
at an average cost under $1 a day per station 





Your handwritten message delivers itself elec- 
tronically—instantly and accurately—by the 
TelAutograph Telescriber System. Developed 
by 65 years’ experience, this advanced science 
saves many thousands of dollars a year in 
communications. 


You select the sending and receiving stations 
desired in your operation—within the company 
or many miles apart. Each station costs an aver- 
age of under $1 a day. System is operated by 
anyone. And the messages, on plain paper or 
Instan-Forms® designed for your business data, 
are permanent records that prevent errors and 
oral misunderstandings. 


You'll find many uses for TelAutograph tele- 
scribers to improve service and make great 
savings in time and money. Others do—2500 
major American concerns in practically every 
type of business use Electronic Longhand. 







BROCHURE, MAILED 
TO YOU, GIVES 
FULL DETAILS 


Write now to Telhitograph CORPORATION 


Dept. 1B, 1128 Crenshaw Boulevard, Los Angeles, California 
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Business leaders’ 


FORECAST 


America—1975 


Americans in 1975 will work 





six fewer hours each week and be paid 25% 
more for their labors, Weekend drivers bent 
upon making the most of their added leisure 
will find the “open road" crowded with 80 
million passenger cars, in contrast to today's 
50 million. The nation’s population will hit an 
all-time peak of 213 million. California will 
replace New York as the most populous state. 
Employment will increase from 1955's 65 million 
to a record 85 million. And material welfare 
will cease to be a problem, for the first time 
in man's history. These predictions of the U.S. 
economy in 1975 represent the composite views 
of leading business spokesmen at the dedication 
of the new Fundamental Investors, Inc. office 
building. The following excerpts are a repre- 
sentative cross-section of their comments. 


% AUTOMATION: “Automation will not grow 
overnight. As long as man retains his intel- 
ligence and free will, there will never be 
a pushbutton world. However, certain and 
perhaps many of the drudging tasks of pro- 
duction will be performed electronically. As 
automation spreads out, I believe that there 
will be more large corporations, with a grow- 
ing complexity of operation and diversity of 
products. The management of these corpora- 
tions will need all the helps which the sciences 
of record-handling and data-processing can 
devise. The business machines industry itself 
will be amongst the leaders of progress, and 
pace in growth the rest of the economy.” 
J. S. COLEMAN, President, Burroughs Corporation 


y% AGRICULTURE: “The trend toward a 
smaller farm population must produce and 
will be capable of producing greater quanti- 
ties of food and fiber. A part of our pro- 
ductive crop lands will be diverted to ex- 
panding industrial, housing, transportation, 
and associated uses. That diversion will re- 
quire the upgrading of marginal crop lands 
into higher production through more effective 
use of water resources and improved soil build- 
ing techniques.” 

WILLIAM A. HEWITT, President, Deere & Company 


%& PETROLEUM: “Atomic energy should be 
meeting a share of our energy needs (by 1975), 
but the share seems likely to remain a minor 
one in our total energy picture. Coal use 
should have leveled off, probably at about 
500,000,000 to 60,000,000 tons. Hydro-electric 
power should have expanded very moderately. 
Natural gas should have continued to furnish 
an important part of our energy supply, but 
its rate of growth should have been very 
modest compared to its growth in the years 
before 1955. The 1975 ‘energy work-horse,’ 
promises still to be petroleum. The United 
States should require about 60% more than 
now—in excess of 13,000,000 barrels a day 
as compared to more than 8,000,000 barrels 
today.” 


M. J. RATHBONE, President, Standard Oil Company 
(New Jersey) 








Some of our best articles 
come from our readers. 
"Thought starters" deal with 
practical solutions to man- 
agement's many problems. If 
you would like to report on 
how your company solved a 
particular problem, submit a short case history, detailing 
results, to the Editor. Payment is made on acceptance at 
our normal space rates. 




















SIMPLIFY YOUR SHIPPING 
PAPERWORK. « « sie ni tscr can 0 saved 


tying in two necessary jobs—shipment addressing and preparation of ship- 
ping paperwork. A small, inexpensive paper stencil, called the Weber 
Tab-On Stencil, is tabbed over the ship-to or address area of your bill-of- 
lading form or other paperwork. In one typing, the forms and stencil are 
prepared with the customer’s address. This same stencil is then attached 
to a Weber handprinter and used to imprint the address directly on con- 
tainers, labels or tags. Repetitive typing eliminated. Address always cor- 
a paperwork. No expensive equipment. Clip the coupon for 
ull details. 
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| 

MAIL FOR FULL DETAILS ON THE WEBER TAB-ON SYSTEM | 

| | 

| COMPANY iy, | 

| ! 

| ss INDIVIDUAL = — 

Weber Marking Systems | 

Dept. 9-1 ADDRESS. | 

Division of | 

Weber Addressing Machine Co. ! Crt... ZONE____ STATE... , | 

Mount Prospect, Illinois > que GE cup Gu cum aus aoe oe a eae aus Gee oe ane os ome oes os os oe oe I 
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thought 


starters 





Thought Starters deal with a “practical solution to a management problem.” 


The 


Editor invites contributions—which are paid for at our normal space rates. 
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Postmark advertising offers 
inexpensive medium to users 


The ordinary letter and package are 


rapidly becoming a major medium for 


advertising. According to recent esti- 
mates, nearly nine billion letters and 
packages annually have, imprinted on 
them, product or public service mes- 
sages. Translated into users, this figure 
represents one-third of all the postage 
meter machine users in the U.S. 
Postmark advertising was introduced 
in 1928. However, it wasn’t until the 
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| HIS SPACE FoR 

| YOUR ADVERTISING 
MESSAGE 














second world war that it gained real 
momentum. Many businessmen used 
their metered mail space for the use of 
“home front” messages. Then, when 
the war ended, these same businessmen 
simply substituted “Buy Our Product” 
for the “Buy War Bonds” slogan. 

The medium offers several advan- 
tages, chief among them being the fact 
that it is free. The only cost involved 
is the price of a design and plate. Also 
important is the fact that the mail is 


forwarded directly to those people con- 
cerned with the product. Postmark ad- 
vertising also enjoys a unique position 
alongside the official U.S. postage meter 
and just above the name of the ad- 
dressee. This position is conducive to 
high readership. 

For more information, circle number 
699 on the Reader Service Card. 
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Contest gives incentive 
for selling promotion material 








A contest among the salesmen of the 
Crane Company is designed to bolster 
the sale of its products. Uniquely, the 
contest is aimed at enlisting new dealer 
representatives, to use products for dis- 
play, store signs, job signs, truck and 
window decals, direct mail programs, 
cooperative newspaper advertising, 
rather than at sales of equipment. 

The winning salesman will be 
awarded tickets to college football 
games. The top men in each of the 
company’s eight sales districts will get 
pairs of tickets, and expense money, to 
New Year’s Day bowl games. 

The eventual objective of the pro- 
gram is the increase of business at the 
dealer level. The company hopes to 
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The first and foremost name in 
paperwork and records management 
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MANAGEMENT 
CONSULTANTS 








337 W. 27TH STREET, NEW YORK I, N. Y. 
LOngacre 4-2070 


58 N. E. SEVENTH ST., MIAMI, FLA. 
9-9018 
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NEW EDITION 


Still Only 





CUT 


Record-Keeping 


COSTS 














NATIONAL BLANK pook > 
COMPANY 


oke, Massachusetts 





Holy 








This “Bible” of 
Record-Keeping shows how to 
1. Save 200% to 300% on record forms 


3. Produce reports faster 


2. Increase accuracy of reports 


Previous editions were sellouts. And now, still only $1.00, this new, 


enlarged, 4-color, 160-page catalog shows over 500 forms that you 
can get at your National stationer’s. 

It illustrates simple record-keeping forms . . . complete account- 
ing systems . . . time keeping and payroll systems . . . visible 
systems . . . housings of all types. You save money over special 
forms. Need less inventory. Can use standard housings. Get your 
copy from your National Stationer . . . or clip dollar bill to coupon 


and mail to us. 


scesio sich skin “i die we cel tin aso ton Reis anid waa vende Sct os le cnn cnn ancien aes sig 
Invaluable Hl | 
* 
in | Seeeasegy National Blank Book | 
ACCOUNTING | < COMPANY | 
ADVERTISING | 1511 Water St., Holyoke, Mass. | 
pd | Pl d W RECORDS CATALOG | 
ease sen me NE -CcoO Ss C ° 
Orie | Dollar is enclosed. ; 
PURCHASING 7 POI kg oS a pew 4 MASS Co he 6a ae eee ee | 
RECEIVING & C ; | 
SHIPPING | DIRDOMAL, «sia sm caas alpa WS am aleards eee ; 
SALES : FOR ao hence & psa di wes Ae ee < Da ats 
WAESHOUTS | CU OO A eee i 
 eiase aust eae Sekt Stems nalts Soe sale Gain Glee Ga aus i ee es ee aonb an ene cmrune nee 


(Circle 607 for more information) 


o 





reports Mr. lan F. Steven, 
Hills-McCanna Company, Chicago, Illinois 


CUMMINS Perforators cancel paid bills 


easier, faster, safer... 


Hills-McCanna Company, like so many other 
leading manufacturers, has found that they 
can have complete confidence in their method 
of canceling invoices . . . and, so can you! 


Cummins Cancelers have proved to be the 
fastest, surest way to cancel invoices. . . can- 
celing all copies of the invoices and all sup- 


porting papers at one time. 


“You can’t erase a hole.’”” Cummins’ easy-to- 
read perforations are as much a part of the 


permanent record of paid 


paper itself. Dates can’t be changed, or mis- 
takes made. Payment of any invoice more 
than once is virtually eliminated. 


Cummins Cancelers are automatic. The ma- 
chine is speed-tripped when papers are in- 
serted. They are fast enough for the busiest 
operation . . . 20,000 invoices can be canceled 
per hour. Key set selector rings provide fast, 
safe setting. Cummins Cancelers are so 
simple to operate, so foolproof, that any 
clerical help can operate them. Rugged in 
design, they are lightweight for portability. 


Ask Your C.P.A. 


Your C.P.A. is a recognized authority on the 
best in accounting procedures. He’s familiar 
with the advantages of using Cummins In- 
voice Cancelers—ask for his advice the next 


time he’s in. 


But, don’t wait to get the facts about Cum- 
mins Invoice Cancelers . ... and a demonstra- 


tion. Write us today. 


Get Your 
Copy of This 
informative Article 


nee 


weet a 


‘Prevention of Fraud and Error . 
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Treasurer-Controller 


at lower cost! 


invoices as the 


Holes can’t be erased or altered. They 
last as long as the paper they're on! 
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CUMMINS BUSINESS MACHINES 
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. . An Integral Part of 


Systems Design” is the title of a recent technical release Division of Cummins-Chicago Corporation 


to the Chicago Chapter, Systems and Procedures Asso- 4740 North Ravenswood Avenue @ Chicago 40, Illinois 
ciation of America, by a leading authority, Mr. Arthur 


Weiss. Write for your free copy! 
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SALES AND SERVICE OFFICES IN ALL PRINCIPAL CITIES 
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accomplish this by increasing the 
amount of professional selling tools 
being used by the dealer. 
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New family doctor plan 
offers minor illness insurance 


A new health plan provides the 
most extensive “‘full-pay’” medical and 
surgical insurance coverage currently 
available in the greater New York 
area plus the added incentive of free 
choice of doctors. 

This Family Doctor Plan covers 
almost all of the frequent minor ill- 
nesses, as well as major sicknesses. Sub- 
scribers have complete freedom to 
choose their own family doctor. They 
receive coverage for medical care in 
their home or in the doctor’s office 
almost without limit. If subscribers 
use a “Participating Family Doctor,” 
their insurance benefits cover the full 
cost of the medical service rendered. 

Recent surveys show that the minor 
ailments, which most medical surgical 
insurance plans do not cover, make up 
about two-thirds of all medical services 
received by the average wage earner’s 
family. Such care is rendered primarily 
by the family doctor. 

Prior to devising the details of the 
new Family Doctor Plan, a series of 
surveys and hearings to determine what 
features were most desired both by 
labor and management in any new 
health insurance coverage was con- 
ducted. The three points, most often 
asked for, are embodied in the Family 
Doctor Plan: 1.e., coverage for the fre- 
quent minor illnesses, provision for 
full payment of medical bills, and free 
choice of physician. 

Most of the medical societies in the 
greater New York area have approved 
the plan and more than 3,500 general 
practitioners have already agreed to 
become ‘Participating Family Doc- 
tors.” Several large employee groups 
have subscribed to the plan. 

For more information, circle number 
697 on the Reader Service Card. 
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ng (Complete Control) 


by AL 


‘““Complete Control’’ solves 
another coffee-break problem ! 
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COMPLETE CONTROL MOKUM IS 
MAH NAME, AN‘ CONTROLLIN’ 
COFFEE BREAKS IS MAH 
GAME—WIF TH’ RUDD- 
MELIKIAN COFFEE. 

Ra DISPENSERS’ 
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KAFE. COFFEE, C.C— A 
SAVES ‘EM TRIPS 
OUTSIDE, IN ALL 
KINDS O'’ WEATHERZ 
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The coffee-break is a problem in any size office 
or plant! A Rudd-Melikian dispenser is the 
answer. It’s enjoyed by employees—helps keep 
them at the job. Conveniently and dependably 
serves Kwik-Kafé coffee—100% pure, fresh- 
frozen. Check with your local Kwik-Kafé dealer 
or write direct to us for complete details. 


ie 7 
| RUDD-MELIKIAN, INC. IK) 
| Hatboro, Pa. | 
| Gentlemen: | 
| Please send me Booklet MM-10, explaining how | 
| to control the coffee-break with R-M dispensers. | 
D WD, . ccp ea vawnsedicestesss 508046 | 
| WWI. s+ sc asie cae Me WES Os beled bese 6 64) | 
DSN eee ewenaiesaseh deen | 
| Tee Zone State 7 
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Company donates cake and 
_lunch for employee birthdays 


The singing of “Happy Birthday to 
You” is an almost everyday occurrence 
in the cafeteria of the A. B. Dick Com- 
pany, Chicago, Every employee, when 
his birthday occurs, receives a card en- 
titling him to a free luncheon, com- 
plete with an individual cake 
candle, besides the musical salute. 


and 


This four-year-old custom has grown 
so popular that field employees have 
asked to be included in the celebra- 
tions. Workers on the late night shift 
also participate, although the cafeteria 
is closed. The cafeteria manager ar- 
ranges it by preparing special 
lunches for birthday employees. 

The personnel department compiles 
the birthday list each week. Cards for 


RDB) 
Core Land 


0 our records, your birth date is 
OVEMBER. AY 
If you gtve this card to the Cashter in the 
cafeteria, it will entitle you to o free 
luncheon. 


box 










to. ARGYLL 


dccording 








Many happy returns of the day. 





the following week are sent to imme- 
diate supervisors on Friday, and the 
supervisors present the cards on the 
day of the event. This procedure is 
followed up and down the line, pro- 
duction workers receiving cards from 
foremen, and vice-presidents from the 
president of the company. 

There is no fixed protocol for the 
presentation. Sometimes it is made 
humorously, and at other times it is 
an occasion for pleasant reminiscence, 
or voicing of appreciation for the em 
ployee’s contribution to the company. 

There is no fixed rule that the em- 
ployee must use the card on his birth- 
day. As a matter of fact, there is usually 
a rush to use birthday privileges when 
roast beef or chicken is on the menu. 
Also, there is no limit to the size of the 









The Robertson ‘'320'' 
16x20” darkroom camera 


Gel more from your cypyng equpucenl 


with a ROBERTSON all-purpose CAMERA 





broaden the use of these reproduction methods 


Only the flexibility of a ROBERTSON 
camera gives you all these advantages 


Reproduce drawings, illustrations and pictures for 


most types of duplicating 


Cut negative and preparation costs approximately 


in half 


Produce your own house organs, sales bulletins, 
advertising, etc., with ordinary office duplicators 
Copy original art work, tracings, blue prints, etc., 
up to twice size, and reduce down to '/; size 

Make halftones using either contact or glass 


screens 


Give your copying, reproduction and duplication 
equipment a versatility not possible with any 


other camera 


* Offset Duplicating 
* Xerography 


* Photo Copying 


* Blue Print Copying 


* Silk Screen 
Processing 


* Mimeographing 





* Process Color Work 


* Enlarging—Reducing 


FREE Send now for your free copy of the ‘320°’ Manual of Operation, an 
illustrated booklet that shows how anyone can easily operate the 
**320"' camera. No obligation. 


( obvitson 


PHOTO-MECHANIX 
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A complete line of photomechanical equipment 
ROBERTSON PHOTO-MECHANIX, INC. 
3073 ELSTON AVENUE e CHICAGO 18, ILLINOIS 
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without 
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hidden The 
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Binders for Management METHODS 


Single binder price 


if you have back ts- 
sues on hand, save a 
dollar by ordering two 
for only $6.95, post- 
paid, 

Check or money 
order must accompany 
your order to: 


Spartan STATIONERS, INC. 


141 East 44th St., New York 17, N. Y. 
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ARTITION-ette and OFFICE-ette 



































































































































OFFICE-ettes and PARTITION-ettes are products of 











ARNOT-JAMESTOWN DIVISION 
730 Fifth Avenue, New York 19, N. Y. 
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meal, beyond a tacit understanding 
that it should fit on one tray, The 
cards themselves can be kept by em- 
ployees. Originally, they were turned 
in as the employee passed the cafeteria 
cashier, but this custom was changed 
because many people wanted the cards 
as souvenirs. The cafeteria cashiers 
have a list and simply check off the 
employees having a birthday. 

The card is filled in with the day 
and month but not the year of birth. 
There may be no connection, but more 
than half of the company’s employees 
happens to be women. 
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New literature of 
interest to management 


SCIENTIFIC SAMPLE RESEARCH 
AIDS FUTURE PLANNING 

A new sampling poll called the area 
probability sample, in contrast to the 
old quota sample, is outlined in a new 
pamphlet telling the story of how pub- 
lic opinion is questioned to help busi- 
ness and industry. The new method 
is not vulnerable to the bias introduced 
by the quota designer through ref- 
erence to obsolete data, and haphazard- 
ly completed quotas from friends and 
relatives. A true cross-section of people 
is represented in the poll. 
For a free copy, circle number 


695 on the Reader Service Card. 


HEALTH SERVICE BULLETIN 
DESCRIBES MEDICAL PROGRAM 

A small but comprehensive bulletin 
is available to management as a guide 
in planning, developing or expanding 
their employee health programs. En- 
titled Your Company ... Why an 
Accredited Medical Program, the book- 
let outlines the effective elements of a 
successful program which will work in 
an office with 10 employees or in a 
factory with 10,000 on the payroll. 


For a free copy, circle number 
696 on the Reader Service Card. 
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DIAL-A-MATIC 


Revolutionary Ne 


Turna Dial 
eta Copy 
of Anythin 


w Photocopy Machine 


Styled by “a 
Charles E. Jones & Assoc. 


The secret to the world’s easiest copying 
method is in the dial. Amazing newly de- 


ed 


Now Get instant photocopies of anything written, printed, 
typed, drawn or photographed right in your own office. 


Turn the dial .. . get the clearest, fastest 
most convenient copy of anythiny. It’s the 
new all electric Apeco Dial-A-Matic Auto- 
Stat with revolutionary finger tip dial con- 
trol. It’s light weight for easy portability 
... compact to fit on the corner of any desk 
and is styled in polished and satin finish 


* ET see 
Have You Read This | AMERICAN PHOTOCOPY EQUIPMENT CO. (Dept. PE-115) 


e NEW BOOK? 


Mail This 
AIR MAIL 


(See other side) 





| 


Chicago 26, Ill. 


stainless steel. It copies any original up to 


signed automatic copy control assures per- 
fect copies every time. Just set the dial to 
the type of copies you want—your copies 






Postage Paid Card 


For your FREE BOOK 


AMERICAN PHOTOCOPY EQUIPMENT CO. 


15” wide, any length or color on opaque are ready in seconds. 
or transparent paper—printed on one or 
both sides. The Apeco Dial-A-Matic Auto- 
Stat offers hundreds of money and time 
saving uses at a price well within the 


budget of even the smallest firm. 


Delivered with Lifetime 
Service Guarantee 








1920 West Peterson Ave. 
Chicago 26, Ill. 


Rush me, without obligation, your free book on 

new Apeco Dial-A-Matic Auto-Stat copying. I 

understand this factual report will show me how 

I can increase the efficiency of my business, speed 
! work output. 


| 
Pe itcmmiotennn 


, IT csinainsennscticcindiogs 
ADDRESS_____ 
CITY ieee ; STATE 
In Canada: Apeco of Canada, Ltd., 134 Park Lawn Rd. Toronto, Ont. 


This Card Tears Out 
_Use it to get Your FREE Book! 












all-purpose 
copy maker 


the rand new 


Easiest Way Ever 
To Speed Up Routine 
Office Copying! 
— \ 


\ 


Copy Anything 
easiest way ever 


New FREE BOOK tells you how! 


Your free copy of this new book is jammed- 
packed with pictures and details about this 
revolutionary new copying method. Tells what 
Apeco Dial-A-Matic Auto-Stat copies are and 
how you can use these copies in your business. 
You as well as every executive member of your 
staff, should read this worthwhile informative, 


factual report on this important new copying 
invention. You will find out how you can save 
time and money by speeding production, by 
cutting costly office paper work, by expediting 
shipping and receiving and hundreds of other 
ways to increase the efficiency of your business. 


FIRST CLASS 

Permit No. 26670 

(Sec. 34.9 P.L.&R.) 
Chicago 26, III 


Via Air Mail 


BUSINESS REPLY CARD 













Use this Tear- 


out postage paid 
air mail card. 


MAIL CARD TODAY! | 
for free book 


No postage stamp necessary if mailed in the United States 


5c—Postage will be paid by— 


AMERICAN PHOTOCOPY EQUIPMENT CO. 
1920 W. Peterson Ave. 
Chicago 26, Ill. 
















THE MOCK-UP 
THE MANAGEMENT METHODS 


work = 
center |.... 


: First detailed photo report on 


office layout and furnishing decisions 
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... men and machines 





don’t work in a vacuum. 


Some behind-the-scenes 








Though you may saturate 


facts about the 


your Work Stations with 





skilled workers and 


Connecticut General mock-up 


modern tools, they can pro- 







duce efficiently on vhe ; . 
Rr : Y nly when nel order to avoid ex- It constitutes a full- 


pensive mistakes in the construction of 


architects, Skidmore, Owings, and Mer- posed office space. 


rill, as a counter-proposal to the com- scale replica of a typical clerical area 


their proposed ten million dollar home pany’s plan to pre-test material at the in the main building. The front simu- 


‘CO ity’ factors like 
mmuUny J ton like ofhice, the Connecticut General Life In- 


existing office building. lates the 


full-scale of 


Ihe principle glass facade of the proposed 


surance Company built a after building. 


poh ta aes 


traffic control, and ade- 


mock-up of a section of the building. 

Using simulated operating conditions 
Cc c 

in the mock-up, design concepts and 


pre-testing became necessary 
several disagreements in early meetings 
held between the building committee 
and the architects. 


The opposite glass wall re- 
produces the side overlooking a garden 
court (the main building will have 


four interior garden quadrangles). 










} . . construction materials were thoroughly The 60’x72’ mock-up, built on the Constructed as a temporary build- 
quate lighting, and proper ; : ; | he an ' ‘Wh F ato. pees 
; , . tested to determine those most suitable. site of the new building, represents ing, its steel frame consists of three 
j The mock-up was conceived by the almost one percent of the total pro- heavy steel girders spanning three steel 
: communications — and 

: THE BUILDING FRAMEWORK 
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QUALITY STEEL FILES 


“Better Built for Better Business’’ 


ASE Files are functionally efficient ,.. speed the handling of office records ... save 
valuable time. Drawers open easily and quietly . . . perfectly balanced at any posi- 
tion. Follower blocks are easy to adjust and have positive lock action. 

ASE Drop-In-Serts convert 5000 line file drawers for most flexible filing of 
various sizes of cards, checks and documents. ASE Files are available in sizes and 
styles to meet every requirement. Let your dealer help you obtain increased office 


efficiency and lower filing costs by selecting the right files for the job. 
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See the smart, new ASE steel furniture at your dealer's 


ALL-STEEL EQUIPMENT INC., Aurora, Illinois 
ae pe : rg } 





Write for complete information. There’s an ASE dealer near you. 


(Cirele 558 for more information) 
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columns. The walls are plywood. 
The ground floor serves as storage 
space for construction materials, fix- 
tures, and tools. The second floor with 
glass wall facade is the experimental 
area. Amenities in the model are lim- 
ited to a simple hot air heating system 
and two telephones. 


How it works 

Prior to the mock-up, there was a 
difference of opinion between the 
building committee and the architects 
over the most suitable windows for the 
walls overlooking the garden courts. 
The architects favored the large 8’x11’ 
panes being used for the face of the 
main building, while several members 
of the building committee were partial 
to the 6’x8’ windows which were de- 
signed for the administrative quarters. 
Both were installed in the mock-up on 
opposite sides. Once on view in this 
simulated setting, the argument was 
settled in favor of the 8’x11’ panes. 

In studying floor coverings, six types 
of floors were installed—linoleum, lino- 
tile, rubber tile, asphalt tile, and both 
rigid and flexible vinyltile. Varying 
colors, patterns, and finishes were used. 
The choice, on the basis of appearance, 
resistance to pressure, wearing quali- 
ties, maintenance costs, and initial costs 
per square foot, has now narrowed 
down to rubber tile and linotile. The 
final choice will depend upon the bids 
from both suppliers. 


Basic partition system 

In setting up the office areas the 
basic unit of the layout system is a 
six-foot module. This is graphically 
defined in the mock-up floor coverings, 
which are divided into six-foot squares 
by one-inch black strips. Aluminum 
posts to support partitions are set in 
the corners of the squares, and fit 
snugly into a recessed runner in the 
ceiling. The simplicity of this par- 
tition system provides for easy re- 
arrangement. Movable partitions will 
provide for a maximum degree of flexi- 
bility, as required by an insurance 
operation where individual depart- 
ments have varying rates of growth. 

One of the most important tests per- 
formed in the mock-up was conducted 
by Knoll Associates, Inc. As consultants 
on interior design, Knoll is concerned 
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Lighting expert, Felix Graham, measures light intensity of a luminous ceiling, one of three basic types 
of ceiling systems installed in the mock-up. Such quantitative evaluations were only one of a dozen 
factors influencing the building team's final choice. In the background are two types of window 
shadings, standard horizontal and vertical jumbo blinds, being tested in the mock-up. 











Carpenters install post and _ partition 
systems to be tested in the mock-up office 
area. Five types of floor coverings were 
also tested for use in the final structure. 
Note the 6' x 6' modules. 


The building team inspects the interior 
design schemes proposed by Knoll Asso- 
ciates. Lined wall represents a core area. 
In the mock-up, it is used to demonstrate 
treatment of a storage wall. 
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When you 
think of 
SUCCESS 
... think of 
CALENDARS 


When you 
think of 
CALENDARS 

think of 


an = COLUMBIAN WORKS, INC. 
2300 West Cornell Street ¢ Milwaukee 9, Wisconsin 
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ODE lt FINDER! 


A New Filing Concept Giving You A 
Unique Combination of Advantages: 


The proven space-saving, speed and economy of open-shelf filing. 
Record protection from dust, dirt and fire equal to that of drawer files. 
Pull-out work shelves for file maintenance and notations. 


Photo at upper left shows Space Finder No. 1200 with doors closed. Center left photo 
shows girl using door as posting shelf. Space Finder at right has all doors open for 
active filing use. (Available with or without doors.) 


For full details about Space Finder File 
and our other new equipment for the of- 
fice, write for Catalog No. 6 as well as the 
name of your local representative. 





PUNCHED CARD USERS: 
Our complete line of tabulating accessory equip 
ment is described in catalog No. 5. Write for 
a) ED | 





FO" Za FED PRODUCTS 00.-57 Post St., San Francisco 4 


(Circle 626 for more information) 





2 Spocial ACCO 
PRODUCTS 


To Step Up 
Filing Efficiency 
““Acco-Bound Papers Are SAFE 


Papers” is as true today as 50 years ago. 
But today there is an almost unlimited selec- 
tion of Acco products to insure filing efficiency 
in every department of your business. Your 
stationer will be glad to show you the Acco 
line and discuss your use of the newest Acco 
products— 


The BFC Accopress Binder 


Makes your file binders into a library of 





The Accopress 
Pin Prong Binder 


For binding the marginal pre-punched sheets 
used in many office machines. Available in 
many sizes in a choice of genuine pressboard 
or heavy binder board covered with canvas or 
black pebble grain cloth. The binder—for 
temporary or permanent file use—is equipped 
with an Acco Fastener having very narrow 
prongs. An indispensable aid to orderly, safe 
filing of business machine forms. 





neatly bound and titled books. Similar to the 
famous BF standard Accopress Binder but 
equipped with an adjustable, expandable (up 
to 6”) back flap to provide a tight, flat index- 
ing surface regardless of the thickness of the 
contents of the binder. Economical, and ideal 
for binding all papers. 





In Canada: Acco Canadian 


ACCO PRODUCTS, INC. 


Ogdensburg 


New York Co., Ltd., Toronto 





(Circle 551 for more information) 
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Connecticut General's President, Frazar Wilde, discusses one of the five types of office layout being 
tried out in the mock-up with Florence Knoll, interior designer, and Gordon Bunshaft, designer of the 
building. This open-office arrangement was proposed for clerical staff supervisors. 


with office layout, furnishing, color 
schemes, and window shadings. The 
first principle agreed upon was that 
private offices should not be located 
along the face of the main building. 
This space was reserved for the larger, 
open area offices; private offices are to 
be located against core areas, along the 
interior garden courts, and in corners 
of the building. 
The office sizes agreed upon are: 


Standard: 12' x 12', all regular 
offices 


Standard, plus one: 12' x 18’, 
second vice-presidents, medical 
directors, superintendents of 
agencies 

Standard, plus two: 18' x 24', vice- 
presidential level 

Large conference room: 18' x 24' 


Representative tests 

Running halfway down the middle 
of the mock-up is a simulated “core” 
area. In the final structure, the cores 
will house all mechanical elements, 
such as air conditioning, wiring, and 


pipes, as well as lavatories and storage 


methods. 
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walls. For test purposes, however, only 
a storage wall was set up. 

On the other side of the test core, 
there is an office section that con- 
sists of sixteen desk and table units. 
These are standard units. The build- 
ing committee now feels these may 
require further modification by the 
manufacturer in order to conform with 
the over-all design scheme. 

At one end of the model is a 12’x12’ 
floor supervisor’s office. .It is in an 
open area with a space divider to the 
rear of the desk, and a planter in the 
front. Another version of the _ office 
has been erected, enclosed by a low 
partitionette. The building commit- 
tee’s reaction to the models was that 
the partitionette is more practical, but 
the open treatment is more attractive. 
Further studies by Knoll will probably 
result in a combination of the best 
qualities of both models. 

For separating clerical areas, colored 
plastic-laminated panels will be used. 
Where tack boards are required, or 
where there is a sound conditioning 
problem, a fabric-surfaced material 
will be employed. For office enclosures, 
the panels will be of translucent glass, 
several types of which are presently 
under study in the mock-up. 

So far the interior design studies 


Members of the building committee confer on 
merits of furniture design of a ‘'standard, plus 
one" (12' x 18') office. This is one of many for 
Connecticut General officers of second vice presi- 
dential level under study in the mock-up. 
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24 INCHES of the most valuable filing space in any office! An exclusive 

Art Metal feature, progressive suspension, permits 100% use of two letter-size cross files 
in right or left hand drawer, or both! Saves the cost of desk-side files, 

saves time lost in waste motion, saves floor space. 







Can you spot the 
VALUE POINTS /7 2 desk? 


THESE WILL SAVE YOU TIME AND MONEY 


No matter how handsome its design and finish — or how much it will add to the 
appearance of your office — an Art Metal New Century desk is an investment in functional 
values. We suggest, therefore, that it will repay you many times over to “Look under the hood.” 

This is where you see Art Metal value points that give you a better return on your office equipment dollar. 

A few are shown here. These and numerous others deserve your inspection — at your local Art Metal 
dealer or branch office. Consult the ‘Yellow Pages” of your phone book, 

or write us for address and the helpful literature offered below. 

Art Metal Construction Co., Jamestown 4, New York. 








EXTRA CONVENIENCE. Sliding convenience 
drawers in executive models make a knee-space drawer 
unnecessary. No more continually pushing back in your 
chair. You'll like the spring-activated transparent refer- 
ence slides that pop out at a touch. 


FUNCTIONAL FITTINGS. A complete line of functional fittings 
affords the utmost flexibility in tailoring Art Metal desks to individual job 
requirements. These include interchangeable cross-file trays with adjustable 
supports, and accessory trays for every purpose. 


ASK US 


for these publications — they 
contain many practical ideas for 
increasing office efficiency 


For 67 years 
the hallmark 
of the finest 
in office 
equipment 
and systems. 


@® “Things To Be Done When  mecexmecems  _ 
You Move or Rearrange 
Your Office” ee 

@ ‘Manual of Desk Drawer 


Layout”’ 





@ “New Century Desks”’ Bkicond 
© 1955 a.m.C i ae 


GENERAL OFFICE AND EXECUTIVE DESKS - CORRECT-SEATING ALUMINUM OFFICE CHAIRS . FILING EQUIPMENT - WABASH FILING SUPPLIES - “EL-UNIT” MODULAR OFFICES 


(Circle 561 for more information) 
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You'll find this splendid equip- 
ment serving faithfully in insurance, 
commercial and industrial concerns 
everywhere, from the smallest to the 
largest . . . and also in federal, state, 
county and municipal offices, coast 
to coast. It sets the standard for eco- 
nomical, dependable photocopying 
the nation and the world over! 

If your requirements are small or 
moderate, it will serve you well. The 
PHOTOSTAT Instant Copier and 
Model Junior machines save time 
and money in any office, anywhere. 
Or, if need be, our larger automatic 


PHOTOSTAT is the trade-mark 
of PHOTOSTAT CORPORATION 





photographic 
copying 


equipment 


models will provide the answer to 
your copying problems. 

Together with MICROTRON- 
ICS® Micro-film equipment . . . now 
manufactured by PHOTOSTAT 
CORPORATION .. . we provide the 
greatest variety of fine equipment 
available for copying and preserving 
records of all kinds on both paper 
and film. 

Let our trained sales-service repre- 
sentatives, coast to coast, advise and 
aid you. Your inquiries will receive 
our prompt and interested attention. 
Feel free to write us... no obligation! 


PHOTOSTAT CORPORATION 


301 STATE STREET, ROCHESTER, NEW YORK 
Service offices in all principal cities 


and in Toronto, Canada 


(Circle 613 for more information) 
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A Group Pension Department was established in the mock-up by designers to work out treatment of the 
clerical areas. The building team felt that modifications of standard equipment was necessary to suit 


the over-all interior design scheme. 


have helped resolve a number of prob- 
lems of detail. Probably the most im- 
portant factor has been the use of 
color. The green tint of the windows 
has had a marked effect on the colors 
used. Yet there was no way of de- 
termining this relationship without a 
trial such as the mock-up provided. 
The trial of the two types of posts 
installed in the mock-up for movable 
partitions indicated that the hollow 
square was the more functional. Test 
doors were equipped with lock sets and 
door closers. Performance in the mock- 
up has now shown that lock sets should 
be replaced by simple knobs. Door 
checks are held unnecessary, but pro- 
vision will be made to hold doors open. 
Originally, it was felt that the space 
above the seven-foot partitions should 
be left open. For test purposes, how- 
ever, one of the offices in the mock-up 
was set with clear glass panels above 
the partitions, while those in the other 
offices and conference room were left 
open. The conference work going on 
in the mock-up indicated that, for 
better sound reduction, use of the clear 


glass panel was preferable. 


Choosing the ceiling 


One of the major tests concerned 
choosing a ceiling system. A ceiling 


that incorporated lighting, air con- 
ditioning, fire sprinkling, and acous- 
tical elements was sought. The ceiling 
is a particularly important design de- 
tail in the main building where there 
will be long, uninterrupted vistas that 
run the 468’ length of the building. 
Thus, the problem was to find a ceiling 
system that was not only efficient and 
economical, but eye-pleasing. 

Three basic ceilings, with about a 
dozen variations, were installed in the 
period. 

they 
ceiling 


mock-up over a two-month 
Along the 
placed the 
(plastic panels); in the middle, a strip 
of troffer ceiling (lights in troughs 
with acoustical panels between them); 
on the front side, open baffled ceiling 


(vertical sound-proofing baffles below 


side, 
type 


garden-court 
luminous 


exposed fluorescent tubes). 


Consultants made quantitative stud- 
ies of the lighting and acoustical effi- 
ciencies of the various ceiling systems, 
presenting their findings to the build- 
ing team. After weeks of deliberation, 
the building committee decided to in- 
stall the open-baffled ceiling. ‘This 
ceiling, designed by the architects, has 
never before been used commercially. 
The motif created by the vertical baf- 
fles is the best answer to their design 
problem. Mechanically, the ceiling 


methods 





rated high in respect to cost, light qual- 
ity, noise reduction, and maintenance. 
It was also found that the single system 
would be cheaper by one dollar a 
square foot. In terms of the main 
building, it will mean a difference of 
$350,000. 

There is a good chance that the costs 
of ceiling installations in the mock-up 
will be recovered. According to the 
mechanical engineers, Syska and Hen- 
essy, the electrical sub-contractors bid- 
ding for the job of installing the system 
in the new office building will be able 
to estimate costs with greater accuracy 
from a first-hand study of the mock-up 
ceiling, rather than if they were bid 
ding from the plans. The expected re- 
sult is sharper bids—thousands of 
dollars under estimates using plans. 

The most important advantage of 
the mock-up is that the company can 
make sure by pre-testing, that all mate- 
rials, designs, and construction details 
best meet their own specifications. In 
addition, pre-testing offers a means of 
saving money through performance 
comparison of materials, establishing a 
model for accurate cost estimates. m/m 


New products 
for work center 
application 





New acoustical baffle reduces 
office noise up to 60 percent 

Made of glass fibers and bonded with a 
thermosetting resin, a new wedge-shaped 
baffle has been designed for shop and office 
areas in factories. Weighing only one 
pound, the baffle offers easy installation and 





flexibility. It can be hung low to trap 
noise near the source, or ceiling-high to 
catch reflected sound. 

For more information, write to the L. O. 
F. Glass Fibers Company, Toledo, Ohio; 
or circle number 698 on the Reader Service 
Card. 
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The El Paso Natural Gas Co., El Paso, Texas. Carroll and Daeuble, Architects 


Mills Movable Walls keep office layouts 


permanently efficient with C pace Contral 





A TYPICAL EXECUTIVE OFFICE— 
showing some of the more than 5,000 lineal 
feet of Mills continuous convector enclo- 
sures and custom bookcases used through- 


out the El Paso Natural Gas Co. building. 


Write for the informative 68-page 
Mills Walls Catalog—it’s a prac- 
tical workbook on Space Control. 





The El Paso Natural Gas Company promotes efficiency and 
morale in its new headquarters building by providing its em- 
ployees with pleasant, business-like surroundings and well de- 
signed offices. Space Control, assuring permanent efficiency of 
office layouts, has been achieved through the use of more than 
two miles of Mills Movable Walls to form these modern busi- 
ness interiors. Whenever changes in space requirements occur 
these walls can be rearranged to fit new layouts quickly, easily 
and at very low cost—usually overnight or during a week end. 
Fully insulated and soundproofed, Mills Walls are unexcelled 
in architectural design and structural stability—and they re- 
quire no maintenance whatever, except occasional washing to 


keep them looking always their efficient best. 


THE MILLS COMPANY, 966 Wayside Road, Cleveland 10, Ohio 
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New Orleans Union Passenger Terminal provides 
COTTON TOWELS for greater passenger comfort 





Union Passenger Terminal 
uses Fairfax towels 
supplied by 

Towel and Linen Rental Co., 


=~ New Orleans, La. 


The New Orleans of today is a city of contrasts where old world gracious- 
ness and modern business methods come face to face. Typical of this is the 
newly constructed New Orleans Union Passenger Terminal. Easily the most 
modern railroad station in the nation today, the Union Passenger Terminal 
handles the thru trains of 7 different railroad lines efficiently, quickly; yet 
with special attention to the comfort and well-being of their passengers. 


It is no surprise, therefore, to find Fairfax cotton towels in both the staff 
and public washrooms. And the showers and clean terry bath towels avail- 
able to travelers are another example of management effort to assure 
complete passenger comfort. Also from a practical angle the lowered main- 
tenance costs, reduced fire hazard and cleaner, tidier washrooms make good 
business sense. 


Why not give the towel job to cotton in your office building, plant or insti- 
tution. Write for free booklet which explains how cotton towel service will 
help you. Fairfax, Dept. G, 65 Worth St., New York 13, N.Y. 


Here’s How Linen Supply Works... 

You buy nothing! Your linen supply dealer furnishes 
everything at low service cost—cabinets, pickup and 
delivery, automatic supply of freshly laundered towels 
and uniforms. Quantities can be increased or de- 
creased on short notice. Just look up LINEN SUPPLY 
OR TOWEL SUPPLY in your classified telephone book. 


Clean Cotton Towels... 
Sure Sign of Good Management 


Fairtax:- Towels 


A PRODUCT OF WEST POINT MANUFACTURING CO. 
WELLINGTON SEARS CO., SELL!NG AGENTS, 65 WORTH STREET, NEW YORK 13 


(Circle 636 for more information) 
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THE MAN 


Dag Hammarskjold 
Secretary-General 


THE ORGANIZATION 
The United Nattons 


THE DESIGNER 


Einar Dahl 


THE MODERN SWEDISH furniture that 
decorates the new office of Dag 
Hammarskjold strongly reflects his 
personal tastes. In his many trips 
throughout the world, Mr. Ham- 
marskjold saw, and remembered, 
many striking office pieces and de 
signs, made from a variety ol 
woods and fabrics. 

Swedish furniture — architect 
Einar Dahl designed the furniture, 
and textile artist Edna Martin 
wove the chair upholstery, curtains 
and rug pursuant to Mr, Hammar- 
skjold’s preferences. The straight- 
line desk and tables are fashioned 
from light Swedish elm, with table 
tops in dark Indian jacaranda., Al- 
though they were custom-built by 
\tvidabergs Industries of Sweden, 
they reflect a world-wide influence. 

The color scheme is neutral and 
conservative. The hand-woven cur- 
tains are of gauze-like material in 


where they w 


THE OFFICES OF SUC 





egg-shell color, and the wall-to-wall 
carpet is dark blue. A thick, long- 
haired rug and four chairs, circling 
a low round table, sets off part ol 
the office into a casual conference 





area. The rug is the only note of 
brilliance in the office setting: it 
has an unusual pattern of squares 
in a color mixture of blue, aqua- 
marine, grey, and green. The fab- 
ric for the chairs is lightly striped 
dark blue. m/m 
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World-wide influence is reflected in the 
U.N. secretary-general's office, with casual 
conference area of the office set off by a 
separate rug. Straight-line desk and tables 
are of Swedish elm, with table tops in dark 
Indian jacaranda. Chair upholstery, 

rugs, and curtains are all specially hand- 
woven fabrics. 
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Oont be trapped 
by your own 
recorde £ 






SPECIFY 


DIEBOLD 
mw OSTEEL 


STORAGE 
a 





You can get out of the trap caused by broken-down 
record eontainers when you use Diebold steel files. 
Safe-T-Stak files eliminate the “squeeze” caused by 
excessive replacement, space and operating costs! et 
Diebold files provide the facilities to keep records neat 
and orderly for fast finding! They last a lifetime . 
increase storage room capacity up to 100%... AND COST | 
NO MORE THAN FRAGILE CARDBOARD! 


> 
Ask about the magic of sintered Nylon a new material ia 
that makes drawers operate with unequalled ease. “ S 
Let us prove that Diebold steel files will save you es 
time and money! Call your local Diebold e 
representative, or mail this coupon today. e. | 
N-211-DI 
SCSCSSSSSHSSSSSSSSSSSSSSSSSOSSESSOSSSSCSCEESESS 
pars Diebold, Incorporated 
‘ws 908 Mulberry Rd., S. E., Canton 2, Ohio 
Get all the facts... Please send complete information about Safe-T-Stak files 


and these FREE SERVICES (furnished with each order for 


including case histories. 
yo 100 or more units): 


1. Free Installation 3. Record Management Manval 
2. File Room Lay-out 4. Record Destruction Plan 


Diebold’ “= = 


INCORPORATED Street 
908 Mulberry Rd., S. E. City a 


Canton 2, Ohio SCHSSHSSHSSSHSSSHSSSSHHSSSHSSSSOSSESESESOEOSSESE 
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Ceiling, carpets, 





and office partitions 
ck-¥-™ deaden office noise 


A three-way combination of acous 
tical dropped ceiling, rubber based 
carpeting, and a design using multiple 
small private ofhces has provided effec 
tive sound conditioning in the newly 
constructed offices of ‘Towers, Perrin, 
Forster & Crosby, Inc., a Philadelphia 
insurance firm. 

The acoustical ceiling is constructed 


77 or 


of x 2” spun glass blocks. ‘These are 
suspended several inches from the regu- 
lar masonry ceiling by means of steel 
channels at two-foot intervals. Light 
fixtures are channeled through the 
space between the acoustical and 
masonry ceilings. 

The rugs, which decorate much of 
the office floor, provide both an excep- 
tionally resilient surface and an addi- 
tional means of sound conditioning. 
The fibre of the rug is actually inter- 
woven into the rubber base. In those 
plants where regular rugs are used, a 
rubber matting is placed underneath. 

The architect, in order to do away 
with work centers for four people or 
less, has filled the office space with 
many small but individual office areas. 
These are separated by partly opaque 
glass partitions. This design helps re- 
duce noise interference between the 
many office work centers. 


Acoustical ceiling, with recessed light fixture, 
sound conditions this office. Office partitioning 
and rubber based rugs increase sound control. 
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AIRTEMP 
GOES “OUT-OF-THE-WAY”’ 


.~ hew suspended air conditioner 
saves valuable office tloor space 

















(Circle 569 for more information) 
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Only Airtemp offers you 


this choice in Air Conditioning 


NEW “ouT-oF-THE-WAY" suspended model 
is the latest Airtemp advancement... 
plus a choice of 13 sizes in 


The Biggest Value 


in Air Conditioning for Business 


COSTS LESS TO OPERATE AND OWN—longer life and economy is built 
into every Chrysler compressor—costs less to operate, does more 
work—without vibration! Compressor is completely sealed in oil 
so that dirt and moisture can’t get in. 


MORE DEPENDABLE — 5-year warranty guarantees the entire refriger- 
ation circuit of every Airtemp “Packaged” air conditioner. You'll 
find Chrysler-Quality and engineering built in... not just assembled, 
but manufactured by Airtemp. 


EXPERT INSTALLATION AND SERVICE—your nearby Airtemp Dealer 
is factory-trained . . . an air conditioning specialist who will in- 
stall your new Airtemp ‘‘Packaged”’ unit properly. We’re proud of 
his prompt, efficient service. 


Call your Airtemp Dealer now 
(he’s listed in the Yellow Pages). 
Or write Airtemp Division, « 
Chrysler Corporation, Dayton 1, Ohio, 
for the name of the dealer nearest you. 


AIR CONDITIONING ° 


(Cirele 569 for more information) 
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HEATING FOR HOMES, 


WATERLESS or WATER-COOLED packages 





NEW ADVANCED 
Styling! IN 13 SIZES— 


WATERLESS OR WATER-COOLED 
PACKAGES FROM 2 TO 30 H.P. 


DIVISION 
CHRYSLER CORP 
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Cost-saving floor 
ning panels contain 
sKek-¥-™ electrical services 


New lightweight steel floor panels 
serving as raceways for electrical wir- 
ing, structural subfloors, and lateral 
diaphragms, at the City-County Build- 
ing in Detroit, save an estimated 1,000 
tons of structural steel. A substantial 
savings is also made in the cost of the 
foundation material because of the re- 
duced weight of the building. 

Consisting of light-gauge, cellular 
steel panels with closures welded over 
the open ends, the units can span up to 
20 feet. Iwo men can easily handle a 
panel. They are laid across the steel 





Workmen install lightweight steel floor panels 
across horizontal girders, After installation, the 
panels are welded permanently into place. Widths 
reach as much as 20’. 


framework and welded into place to 
form a safe working platform and a 
large area for storing additional con- 
struction materials. 

Wiring for telephones, intercommu- 
nication systems, and electrical pow- 
er are brought up in electrical risers 
and fed across the panel deck in the 
header ducts attached to the floor. 
From the header ducts, the wiring leads 
into the floor panels and is distributed 
throughout the area to service fittings 
installed in the floor. 

Four-inch hand-holes in the panels 
furnish easy access to the wiring. Be- 
cause of this, changes in the floor plan 
are not costly or time-consuming. Serv- 
ice fixtures can be conveniently relo- 
cated with a minimum of effort and 
time. Through the use of special weld- 
ing patterns, the panels can be made 
into lateral diaphragms, aiding them to 
resist horizontal landings. 

For more information, circle number 
692 on the Reader Service Card. 
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HELP FOR YOU! 


Record Controls offers 
a NEW service to 
Methods and 


Procedure men... 


pent at your company 


Write today for full information. 


sy take evera ¥ uU pay niy tor the 








7th Annual Records Administration Seminar 
Record Controls, Inc. for 
records consultants, office managers, file super- 
Five full days Nov- 
2-Palmer House, 


Sponsored by 


visors and methods men. 
ember 28-December Chicago. 


W rite for reservations and information, 




















RECORD CONTROLS, INC. 


A nationally-known skilled method 
for developing efficient records sys- 
tems, featuring “on the job” train- 
ing. We do not sell supplies or 
equipment. 


209 E. La Salle St. 
516 Fifth Ave. 


(Circle 616 for more information) 
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Fi inger-tip Moistener 








HANDLE PAPERS EASY 
TRY FREE SAMPLE 
TACKY-FINGER 


Greaseless, odorless, hygroscopic 
substance. Applied to fingers 
makes collating, handling of 
papers, invoices, money, 
foolproof. One application lasts 
long, but will wash off easily. 


Harmless, non-irritating, works 
by absorbing moisture from the 
air. Three months’ supply only 
50c retail. Try Tacky-Finger 
at our expense now. 


CLIP AND SEND THIS COUPON 
FOR FREE SAMPLE. 
BEBE ERBE ER ERE e 
W Evans Specialty Co., Inc.— 2021 Evans Bidg. 
M1800 E. Grace, Richmond 23, Va. 4 
Please send FREE SAMPLE of @ 








@ # Tacky-Finger. I want to see how it §§ 

= makes all paper handling easy. B 

fic & 
Name 

ie ee 

@ Address i. | 

BREE BREE eS 


(Circle 583 for more information) 
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New York City 36, N. Y. 





NEW PRODUCTS IN THE EDITOR'S MAIL 


Army develops multi-language 
type-setting machine 





A non-linguist soldier will soon be able 
to write 50 languages on a modified typing 
machine which includes a reverse carriage 


to type from right to left for 


Arabic, etc. 


writing 
Hebrew, Completed sheet 
resembles commercial printing from which 


an offset plate can be made. 


For more information, write to Ralph 
720 Frelinghuy- 
Newark 5, N. J.; or 


number 693 on the 


C. Coxhead Corporation, 


sen Avenue, circle 


Reader Service Card. 





Offset duplicator designed for 
general office printing use 





The first office-size offset duplicator 


brings print shop clarity to office duplicat- 
ing. Features include all-electric operating 
controls, 


front feed and delivery, self-regu- 


lating paper feeder 2nd automatic ink 


build-up control. 


For more information, 
Inc., 2243 W. 
i2,. [ie or 


Reader Servic € 


Ditto, 
Chicago 


write to 
Street, 
number 694 on the 


Harrison 
circle 


Card. 
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GOOD BUSINESS DICTATES: 
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t Always the undisputed choice for the 
private office, wood furniture is now taking over the general office area. 
Businessmen who invest in “‘wood for everybody” see dollars-and-cents 
returns. Employees prefer wood for the same reasons you do. They like 
wood’s beautiful ingrained individuality. They like wood’s warmth and 
“‘aliveness.”’ They like wood’s quiet operation. That’s why they respond to 
wood with increased output and efficiency, improved morale. Errors, absen- 
teeism and employee-turnover drop. You get and keep better people. For a 
complete new office or a single desk and chair, see your Wood Office Furniture 
Dealer today. You'll find it’s good doing business with wood. 


ARTING AT THE VERY TOP 


ATTENTION SCHOOL BOARDS: Make sure your schools get the psychological 
and economical advantages of wood school furniture. 


WOOD OFFICE FURNITURE INSTITUTE 


730 Eleventh Street, N.W., Washington, D.C. 


See your COPS Dealer for coordinated, correct CERTIFIED OFFICE PLANNING SERVICE. 
He is equipped to handle your entire office modernization, from start to finish, including 
layout and decoration—all at no extra cost. You benefit from the knowledge of experts. 
Write for name of nearest COPS dealer, and your free copy of our full-color booklet about 
wood's advantages and all about COPS. 


Members of the Wood Office Furniture Institute: 


ALMA Desk Co. e CARLTON-SURREY, INC. ¢ HIGH POINT BENDING & CHAIR Co. e HoosierR Desk Co. ¢ IMPERIAL Desk Co. 


INDIANA CHAIR CO. ¢ INDIANA Desk Co. e JASPER CHAIR Co. ¢ JASPER Desk Co. ¢ JASPER OFFICE FURNITURE CO. ¢ JASPER 


SEATING Co. e THE LEopo_tp Co. ¢ MyrtTLe Desk Co. e NUCRAFT FURNITURE Co. ¢ THOMAS FURNITURE CO. e WELLS 


FURNITURE MANUFACTURING Co. 
(Circle 637 for more info 
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WOOD LASTS LONGER. 
Thousands of desks 
and chairs still per- 
forming beautifully, 
even after 50 years. 


3 


WOOD IS QUIETER. 
Less noise-distraction 
means greater effi- 
ciency. 


WOOD “WORKS” BET- 
TER. New convenience 
features, scientific 
finishes make sitting, 
working, seeing easier. 


WOOD IS MORE PLEAS- 
ANT TO TOUCH. No 
winter chill, no sum- 
mer roast; no — 
static electric shock. 


WOOD COSTS LESS, 
and less to maintain. 
Won't dent, buckle, 
spring or rust. 


WOOD COORDINATES 
BETTER. Buy today, add 
pieces next month, 
next year—anytime. 













When four factories fill the 


The company runs four factories. 
Each factory makes certain furniture 
items. Showrooms and salesmen send 
in orders, ranging from single items 
to quantity contracts. And each factory 
ships direct to the buyers. 

Formerly, on receipt of an order. 
separate production orders were typed 
for each factory involved: and later 
invoices were transcribed from the 
production orders. Order processing 
took too long, 
deliveries. Then the company turned 
to Ozalid. 


Now an order is typed complete on 


delayed operations and 


a translucent form, with items for each 
factory arranged in order. From this 


original, two Ozalid copies are made 





with other factory 
items masked out. 

After the order is filled. charges are 
entered on the original order form 
and Ozalid copies serve as customer 
invoice. and records for shipping. 
sales. accounting. 

The resultant advantages are: order 
processing takes less time. fewer 
people. Back orders are handled more 
easily. Errors are reduced, and retyp- 
ing eliminated. And Ozalid copies cost 


far less than the forms previously used. 


In any office an Ozalid machine 
displaces hand copying and retyping. 
transcribing, and proofreading. You 
make quickly, copies by simply laying 
a translucent original over a sheet of 


sensitized material: and feeding into 


OZAMATIC (left) is a table model. 
handles sheets as wide as 16”, 
and can make up to 1000 prints an hour. 


(Circle 611 for more information) 








an Ozalid machine. An exact. clear. dry 
copy is ready in less than a minute 
without photography. 4 letter size 
sheet costs less than ]'2¢! 

\nything written, typed, printed or 
drawn on translucent material can be 
Ozalid copied. Anybody can use an 
Ozalid machine. 

In thousands of offices. Ozalid is 
used for copies of reports, bulletins, 
ledger pages, statements, instruction 
sheets. charts, etc. On cumulative 
reports, new entries are added to the 
original, and Ozalid copies made for 
current distribution. 

Ask the nearest Ozalid distributo1 
(see phone book) for a demonstration. 
Or write 65 Ozaway, Johnson City. 
N.Y. In Canada. Hughes Owens Co., 
Litd.. Montreal. 
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orders— 
Ozalid speeds deliveries 


for each factory 
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